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Do  It  Yourself 


. . . ,  This  is  Our  “how-to”  Issue 


In  a  recent  issue  of  Public  Personnel  Re¬ 
view,  the  editorial  stated  that  the  criteria 
of  a  professional  journal  includes  “content 
that  will  be  read  and  understood  .  .  . 
content  that  will  lead  to  thought  and 
action  .  .  .  action  that  results  in  the  use 
of  improved  techniques.” 

These  statements  well  express  the  pur¬ 
pose  of  this  issue  of  the  NATIONAL  EDU¬ 
CATIONAL  SECRETARY.  Since  Spring  is 
traditionally  “do-it-yourself  time,  this 
issue  brings  many  ideas  that  you  will  en¬ 
joy  adding  to  your  working  procedures. 

For  suggestions  of  what  to  do,  read  the 
article  by  Dr.  Ray  Arensman  about  the 
things  educational  secretaries  can  do  to 
help  faculties  and  administrators.  Are 
services  mentioned  that  you  are  not  now 
performing?  How  can  you  improve  pro¬ 
cedures  on  other  services  in  order  to  have 
time  to  add  a  new  one,  two,  or  three? 

You  could  well  take  the  ideas  set  forth 
in  the  report  on  Dr.  Sharer’s  talk  as  your 
very  own,  private  “do-it-yourself  pro¬ 
ject  —  beginning  now. 

Then  read  the  series  of  “how-to”  articles  by  our  own  NAES  members.  These  descrip¬ 
tions  of  successful  methods  for  various  office  assignments  are  very  practical.  As  you 
read  them,  consider  how  they  might  be  put  into  practice  to  improve  service  or  save  time 
in  your  office. 

And  for  still  more  “do-it-yourself”’  ideas,  accept  the  invitation  to  attend  the  annual 
Convention  and  one  of  the  summer  workshops.  You  will  find  the  classes  and  other 
activities  hard  to  resist! 

Here  is  the  challenge  —  accept,  adopt,  or  adapt  a  new  idea  and  DO  IT  YOURSELF! 

— Bettye  R.  Wells 
Associate  Editor 
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3  NEW  DinO*  DUPLICATORS 


MAKE  QUICKEST.  SHARPEST.  LOWEST-COST  COPIES 
Of  anyfhing  you  write,  type,  draw  or  trace  on  a  DITTO  Master 
...3"x  5"  to  9"x  14".. .1  to  5  colors  at  once 


From  speed  and  precision  to  economy  and  widest  useful¬ 
ness,  these  masterful  new  duplicators  anticipate  every 
business  need.  Any  operator  turns  out  120  bright  copies 
a  minute,  up  to  300  copies  per  master,  and  on  short  runs 
the  master  may  be  filed  and  re-used  until  entire  dye  de¬ 
posit  is  exhausted.  ®  "Magic"  Copy  Control  meters  the 
correct  fluid  flow  for  all-over  brightness  of  any  size  copy 
. . .  Fingertip  adjustment  registers  master-to-copy  instantly 


...Copies are  delivered  face-up,  flat  and  dry.  (g)  If  block- 
outs  are  used  they  attach  instantly  to  the  slotted  drum. 
Stainless  steel  parts  resist  wear  and  corrosion,  (g)  Fluid 
level  indicator,  and  copy  counter,  keep  constant  auto¬ 
matic  check  on  operation... and  the  handsome  gray 
and  green  finish  is  pleasant  to  see  and  work  with! 

Use  the  coupon,  get  samples  of  work,  see  a  demonstra¬ 
tion  in  your  office  on  your  own  work. 


low-priced— hand  operated 
PP  DITTO  D-20 

...and  hara.  ravarsing  tha  prica  trand,  it  tha  naw  pracition* 
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DITTO  duplication.  Makat  up  to  300  bright  copiat  of  anything 

1  you  writa.  draw,  typa  or  traca  on  a  DITTO  Mattar . on 

i  card  or  papar  ttock  3*  x  5*  to  9'  x  14'. ..in  1  to  5  colors  at 
OfKa...at  120  copiat  a  nninuta...up  to  300  copiat  par 
mattar.  “Magic”  Copy  Control  matart  corract  fluid  flow  for 
alMwar  brightnast  of  any  tiza  copy...waar  and  corrosion* 
ratittant  ttainlats  staal  parts.. .quiat.  balancad  oparation.  Usa 
coupon  for  work  tamplat.  taa  damonstration  in  your  offica. 


niTTO.  INC..  3498  Pratt  Ave.,  Chicago  45.  III. 

Dmo  of  Canada,  Ltd..  Toronto.  Ontario 

Ditto  (brltaln)  Ltd.,  m/m  Now  King's  Rd.,  Fulham,  London.  S.W.  I.  Cngland 
Ploast  sand  ma  samplas  dupiteatad  on  tha  naw  DITTO  O  0-30  □  D-31  □  0-90 
□  Arranga  damonstration  of  tha  machina  t'va  ehackad  abova 
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The  long,  hard  winter  is  past  and  spring  is  here  at  last. 

Spring  brings  renewed  hopes  and  growth. 

What  better  way  can  an  educational  secretary  grow  than  to  convene  and  commune 
with  her  fellow  workers?  None,  whatever! 

It  is  time  to  consider  carefully  where  you  wish  to  convene  and  commune.  Of  course, 
the  combined  convention  and  institute  to  be  held  at  Boulder,  Colorado,  with  the 
institute  two  weeks  long,  is  the  first  place  to  consider.  Do  you  realize  it  will  take  only 
a  few  days  more,  I’d  say  three,  to  attend  this  two-week  institute  and  convention  than 
it  has  been  taking  to  attend  the  convention  and  a  one-week  institute?  Count  it  up. 
And  there  are  to  be  family  accommodations  so  you  can  make  it  a  vacation  for  those 
you  always  wish  to  have  with  you. 

If  you  can’t  get  to  Colorado,  then  there  are  these  other  institutes  of  one  week  each 
sponsored  by  the  NAES  and  the  local  groups: 

Michigan  State  University,  East  Lansing,  July  21-25,  1958 

Many  of  you  will  remember  with  pleasure  the  institute  held  there  in  1951 — 
the  wonderful  dormitory  and  recreation  facilities,  the  quiet  beauty  of  the  campus, 
in  contrast  to  the  big  noise  of  the  secretaries  “gone  free”  for  a  week,  that  grand 
picnic  in  the  big  woods  with  the  whole  truck  load  of  good  food,  and  grand  in¬ 
structors  who  put  so  much  into  the  courses  for  us.  It  will  be  so  good  to  see  Dr. 
Lyle  Maxwell  there  again.  At  Michigan  State,  you  will  have  “A  Kaleidoscopic 
View  of  Today’s  World — Its  Problems  and  Progress”  and  you’ll  appreciate  every 
minute  of  it. 

University  of  Texas,  Austin,  Texas,  July  21-25,  1958 

The  University  of  Texas,  in  cooperation  with  the  Texas  Educational  Secretaries, 
is  making  this  an  annual  affair.  This  institute  is  held  in  a  very  fine  hotel  in  Austin 
under  the  direction  of  the  nearby  University.  The  University  has  taken  TESA, 
and  any  of  TESA’s  friends  who  wish  to  join  her,  under  its  wing.  TESA  carries  out 
the  legend  of  hospitality  and  bigness  of  Texas  in  this  institute.  And,  did  you  know 
that  not  only  is  Austin  “Deep  in  the  Heart  of  Texas,”  but  it  is  on  its  own  Colorado 
River — the  prettiest  river  you  ever  saw?  And  what  a  boat  ride  we  had  on  that 
river  with  a  wonderful  picnic  at  sunset  and  a  moonlit  ride  back  in!  With  singing! 

So.  just  take  your  choice.  You  can’t  go  wrong  this  year,  nor  any  year  at  any  place 
when  NAES  and  a  local  AES  get  together  with  a  university.  As  sure  as  spring  follows 
winter,  there  is  going  to  be  lots  of  fun  and  learning. 

And  say,  we  are  increasing — we  now  have,  as  of  April  16,  2600  members.  But  you 
know  that  is  not  enough.  We  need,  most  seriously,  ten  thousand  members  and  we  have 
thirty-five  to  forty  thousand  to  get  them  from!  Let’s  see  how  many  more  we  can 
get  by  June  30,  before  the  year  is  over.  See  you  in  July. 
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Greater  Opportunities  for 
Professional  Service 


by 

DR.  RAY  W.  ARENSMAN 
School  of  Businecs 
Indiana  UniTortity 
Bloomington,  Indiana 


Dr.  .Irrnsman  is  .ifsislant  Professor  of  Business 
Education  in  the  School  of  Business.  This  article 
is  written  at  the  request  of  the  S.IES  members 
who  heard  his  speech  on  the  .same  subject  at  the 
Indiana  Institute  last  summer. 

Have  you  ever  taken  a  careful  look  at 
the  size  of  the  “industry”  you  serve?  That 
is,  have  you  ever  compared  your  total 
school  enrollment  with  the  total  number 
of  employees  of  the  biggest  industries  in 
your  community? 

I  made  that  comparison.  Total  school 
enrollment  in  my  county — excluding  Indi¬ 
ana  University — is  over  20  per  cent  greater 
than  the  total  employees  of  all  the  major 
industrial  firms.  Further,  the  total  school 
enrollment  in  my  county  is  twice  the 
number  of  workers  in  the  two  largest  in¬ 
dustries  combined.  Schools  are  my  coun¬ 
ty’s  largest  “industry.”  The  chances  are 
that  you  work  for  the  largest  “industry” 
in  your  community. 

But,  more  important,  what’s  your  con¬ 
tribution  to  your  industry?  ’The  chances 
are  very  great  that  you  are  one  of  its  im¬ 
portant  executives. 


Current  Responsibilitie*  of 
Educational  Secretaries 

The  educational  secretary  is  the  hub 
around  which  the  entire  school  system 
revolves.  As  the  hub  serves  all  the  spokes 
in  the  wheel,  the  educational  secretary 
serves  all  the  people  who  look  to  her  for 
help — school  administrators,  faculty,  pu¬ 
pils,  parents,  and  citizens  of  the  commu¬ 
nity. 

Administrators.  Just  as  a  foreman  in 
industry  must  serve  both  management  and 
labor,  the  school  secretary  acts  as  an  im¬ 
portant  liaison  person  between  the  school 
administration  and  the  faculty.  A  promi¬ 
nent  member  of  your  association,  Martha 
Luck,  says  that  the  school  secretary  usual¬ 
ly  has  more  personal  contact  with  the 
teachers  and  the  students  that  the  ad¬ 
ministrator  does.  You  frequently  act  for 
your  administrator.  Principal  Donald  Man- 
love,  Richmond  High  School,  Richmond, 
Indiana,  says,  “my  excellent  secretary  can 
answer  more  than  90  per  cent  of  the  ques¬ 
tions  which  come  into  my  office.” 

Faculty.  The  educational  secretary  is  the 
“major-domo” — the  master  of  the  home. 
She  often  has  more  “inside”  information 
than  the  faculty.  She  must  coordinate  ad¬ 
ministrative  policies  and  interpret  them  to 
the  faculty. 

Pupils.  Your  pupils  look  at  you  to  ad¬ 
minister  rules  and  regulations.  In  many 
cases,  “see  the  principal”  really  means  “go 
see  the  principal’s  secretary.”  Again  quot¬ 
ing  Martha  Luck,  “You  can  give  the  stu¬ 
dent  the  real  philosophy  and  spirit  of  the 
school.” 

Make  no  mistake — you  have  a  tremen¬ 
dous  influence  with  your  students.  Your 
office,  your  counter,  and  yoxu*  desk  give 
you  administrative  status  in  the  students’ 
eyes. 
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Parents.  To  many  parents,  you  are  the 
school.  When  you  speak  to  parents,  you 
are  the  school  speaking.  Dean  William  B. 
Spalding,  College  of  Education,  University 
of  Illinois,  says,  “You  are  the  liaison  be¬ 
tween  the  parent  and  the  principal.” 

In  this  capacity,  you  must  interpret 
technical  education  affairs  and  policies  to 
laymen.  This  is  often  delicate  and  diffi¬ 
cult. 

Distinctive  Feature 

How  is  your  job  any  different  from  any 
other  secretarial  work? 

The  Research  Division  of  the  NEIA  re¬ 
cently  surveyed  the  duties  of  1,320  educa¬ 
tional  secretaries  who  worked  in  elemen¬ 
tary  offices,  secondary  offices,  superin¬ 
tendent’s  offices,  college  offices,  and  mis¬ 
cellaneous  educational  offices.  The  survey 
revealed  eighteen  duties  which  strongly 
suggest  that  the  educational  secretary  per¬ 
forms  much  the  same  job  as  does  the 
secretary  in  business. 

The  real  difference,  however,  concerns 
the  amount  of  direct  contact  you  have 
with  the  public.  Quoting  from  this  NEA 
study;  “To  a  considerable  degree  the 
educational  secretary  has  unique  duties 
in  pupil  personnel.  She  has  much  to  do 
with  records,  but  even  more  important 
with  heartaches  and  sore  thumbs.  Often 
she  helps  to  set  the  tone  of  the  school  for 
the  students.  Here  also  is  public  relations 
in  a  highly  important  way.”  These  re¬ 
sponsibilities  tend  to  differentiate  you, 
the  educational  secretary,  from  the  busi¬ 
ness  secretary. 

Future  Responsibilities  of 
Professional  Educational  Secretaries 

As  educational  secretaries  become  more 
professional,  how  might  your  responsibili¬ 
ties  change?  Your  contributions  to  admin¬ 
istrator,  faculty,  pupils,  and  parents  may 
change  materially  as  your  preparation  in¬ 
creases,  your  responsibilities  broaden,  and 
your  professional  status  continues  to  grow. 

Future  Service  to  your  Administrator. 
To  increase  your  service  and  value  to 
your  administrator,  you  must  prepare 
yourself  to  do  more  of  his  duties.  Pre¬ 
paring  yourself  for  more  responsibilities 
will  make  you  an  administrative  assistant 
rather  than  a  clerk.  Here  are  a  few  of 
the  routine  or  repetitive  tasks  which  your 
administrator  might  delegate  to  you  as 
you  acquire  professional  status; 


1.  Composing  letters  for  the  administra¬ 
tor’s  signature. 

2.  Gathering  information  needed  for  his 
letters. 

3.  Assembling  materials  and  statistics  for 
his  reports. 

4.  Collecting  materials  and  information 
for  the  boss’s  speeches. 

5.  Collecting  information  and  resource 
material  for  his  articles  or  press  re¬ 
leases. 

6.  Drafting  rough  copy  for  his  reports 
to  federal,  state  and  accrediting  agen¬ 
cies. 

7.  Assisting  in  community  educational 
surveys. 

8.  Assisting  in  educational  research. 

9.  Carrying  out  research  studies  on  prob¬ 
lem  cases. 

10.  Conducting  studies  of  follow-ups  on 
graduates  and/or  dropouts. 

11.  Processing  and  assembling  testing  re¬ 
sults. 

12.  Supervising  the  work  of  clerks  and 
assistants  working  under  you. 

You  may  be  required  to  perform  these 
and  other  administrative  functions  if  you 
are  to  professionalize  your  service  to  your 
administrator.  In  doing  so,  you  will  ad¬ 
vance  personally  and  professionally  from 
a  stenographer  to  an  extremely  valuable 
administrative  assistant. 

Future  Service  to  your  Faculty.  You 
will  probably  perform  more  professional 
services  for  your  faculty  as  you  upgrade 
your  professional  stature.  Here  are  some 
faculty  duties  which  may  become  your 
professional  responsibilities; 

1.  Keeping  teachers’  classroom  records. 

2.  Accounting  for  all  tardiness  and  ab¬ 
sence. 

3.  Helping  teachers  assemble  instruc¬ 
tional  materials. 

4.  Assembling  bibliography  on  various 
teaching  units. 

5.  Assisting  with  the  development  of 
audio  visual  materials. 

6.  Giving  teachers  assistance  with  ad¬ 
ministration  of  testing  programs. 

7.  Calculating  statistical  results  of  tests 
and  measurements. 

8.  Preparing  reports  for  teachers. 

9.  Assembling  case  studies  of  individual 
pupils,  disciplinary  problems,  and  spe¬ 
cial  students. 

10.  Aiding  in  the  planning  and  supervi¬ 
sion  on  extracurricular  activities. 
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You  may  be  required  to  perform  these 
semi-professional  functions  for  your  teach¬ 
ers.  In  doing  this,  you  will  advance  pro¬ 
fessionally  and  personally  from  clerk  to 
specialized  educational  assistant. 

Future  Service  to  your  Pupils.  Many 
student  services  which  are  now  provided 
by  the  administrator  and  the  faculty  may 
be  delegated  to  the  professional  educa¬ 
tional  secretary  of  the  future.  These  may 
I  include: 

j  1.  Assisting  in  planning  and  administer¬ 
ing  extracurricular  activities. 

2.  Supervising  student  accounts. 

3.  Orienting  new  students. 

4.  Assisting  with  advising  and  counseling 
on  minor  problems  of  students. 

5.  Interpreting  educational  policies  and 
procedures  to  the  student. 

6.  Following  through  on  pupils’  troubles 
and  problems. 

7.  Maintaining  records  on  guidance, 
testing,  and  placement. 

You  may  be  given  added  responsibility 
for  services,  student  activities,  and  student 
welfare.  Again,  in  doing  this,  you  will 
advance  personally  and  professionally 
from  stenographer  to  educational  spe¬ 
cialist. 

Future  Service  for  the  Parents.  The 
professional  secretary  of  the  future  may 

I  be  responsible  for  more  liaison  activities 
between  the  community  and  the  school. 
These  new  public  relations  responsibilities 
may  include: 

1.  Planning  and  organizing  parent-school 
activities. 

2.  Assisting  with  the  administration  and 
operation  of  P*TA. 

I  3.  Working  with  the  parents  on  disci¬ 
pline  and  academic  problems  of  stu¬ 
dents. 

4.  Interpreting  philosophy  behind  edu¬ 
cational  questions,  criticisms,  misun¬ 
derstandings  and  controversies. 

As  you  assume  more  responsibility  for 
parent-school  relationships,  you  advance 
f  personally  and  professionally  to  the  status 
of  public  relations  specialist. 

Filling  the  Gap.  The  foregoing  duties 
and  responsibilities  represent  semi-pro¬ 
fessional  services  that  will  assist  the  many 

I  groups  who  have  an  interest  in  your 
school. 

All  of  us  are  aware  of  the  critical  teach¬ 


er  shortage.  We  are  also  concerned  over 
the  tremendous  expansion  of  enrollments. 
This  lack  of  teachers  and  flood  of  students 
finds  our  schools  in  desperate  need  of 
these  semi-professional  services. 

You — the  professional  educational  sec¬ 
retary — can  fill  this  growing  need.  You 
are  the  logical  person  to  provide  these 
badly  needed  professional  services.  This 
is  not  to  suggest  that  the  educational  sec¬ 
retary  will  replace  administrators  or  fac¬ 
ulty.  Rather,  you  will  supplement  and 
facilitate  their  functions  as  you  increase 
your  capacity  and  willingness  to  upgrade 
your  service  to  the  level  of  administrative 
assistant,  school  coordinator,  student  coun¬ 
selor,  and  educational  assistant.  Your  own 
NAES  publication.  Blueprint  for  Action, 
July,  1955,  outlines  the  broadened  duties 
and  responsibilities  that  will  increase  your 
contribution. 

Conclusions 

Here  is  your  real  opportunity  for  pro¬ 
fessional  status.  This  is  not  far-fetched 
and  this  is  not  without  precedent.  Upgrad¬ 
ing  and  professionalization  has  happened 
in  other  vocations.  The  practical  nurse  has 
increased  her  training  and  her  competence 
to  become  today’s  registered  nurse.  The 
general  laboratory  clerk  has  taken  train¬ 
ing  and  assumed  added  responsibilities  to 
become  today’s  laboratory  technician.  The 
dentist’s  office  girl  has  taken  additional 
training,  assumed  additional  responsibili¬ 
ties,  and  has  become  today’s  dental  hy- 
genist. 

Many  of  you,  frankly,  must  increase 
your  preparation  and  training.  In  the  final 
analysis,  however,  it  means  a  real  oppor¬ 
tunity  to  professionalize  your  extremely 
important  vocation  and  to  upgrade  your 
personal  contribution  to  the  tremendously 
important  field  of  education. 

In  assuming  your  new  role,  however, 
we  must  never  forget  the  basic  purpose 
to  which  the  entire  school  organization  is 
dedicated — the  welfare  and  development 
of  our  students.  Upgrading  your  status  as 
school  secretary,  while  of  tremendous  im¬ 
portance,  must  always  be  regarded  merely 
as  a  means  of  increasing  your  service  to 
the  welfare  and  development  of  your  stu¬ 
dents.  In  this  deepened  dedication  to  help¬ 
ing  kids,  you’ll  find  your  deepest  joy  and 
greatest  status  as  professional  educational 
secretaries. 
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How  do  your 
Floors  rote? 

(THY  THIS  SIMPLE  TEST  .  ..) 


appearance  —  are  you  proud  of  it? 

long  wear  —  ore  taxpayers  getting  their  money's  worth? 

@  safety  —  can  you  walk  in  high  heels  without  slipping? 

maintenance  —  do  floors  always  look  newly-laid? 

And  do  the  custodians  get  this  result  without  back-breaking  labor? 

X  “YES’  ulm 

(fmuluudcbuujjl^^^f^ 

•  FLOOR  TREATMENTS! 

S  Your  Hillyard  '"Mainta'meer  ®  "  Is 

^  "On  Your  Staff,  Not  Your  Payroll". 

ST.  JOSEPH,  MO. 

Passaic,  N.  J.  San  Josa,  Calif. 
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Service  Above  Self 


DR.  NORMAN  B.  SCHARER 
Superint«ndeBt,  Santa  Barbara  City  School* 
Santa  Barbara,  California 


The  Keynote  Speech  at  the  Santa  Barbara 
Regional  Conference  of  NAES  and  the 
California  A**ociation  of  Educational 
Office  Employee*,  February  22,  19S8 
a*  reported  by  the  Editor  of  NES 


Outside,  the  blue-gray  waves  of  the 
Pacific  rolled  onto  the  beach  and  receded, 
rolled  a  little  higher  and  receded,  curled 
around  the  drifted  seaweed  and  receded. 

Inside  the  Mar  Monte  Hotel  Convention 
Hall  (which  is  right  on  the  beach  and 
next  to  the  sea)  the  275  educational  sec¬ 
retaries  who  were  attending  the  Santa 
Barbara  Regional  Conference  on  Saturday, 
February  22,  1958,  gathered  to  hear  Dr. 
Norman  B.  Scharer,  Superintendent  of  the 
Santa  Barbara  City  Schools,  give  the  key¬ 
note  speech,  “Service  Above  Self.” 

A  dynamic  and  forceful  speaker.  Dr. 
Scharer  spoke  from  notes,  not  from  a  for¬ 
mally  written  set  of  pages.  This  report 
brings  you  his  ideas. 

By  way  of  introduction.  Dr.  Scharer 
pleased  his  hearers  by  saying  that  classi¬ 
fied  employees  are  just  as  important  as 
certified  employees  and  that  membership 
in  a  professional  association  gives  status 
to  the  secretary  as  an  individual  to  belong 
to  such  an  organization. 

He  stressed  the  theme  of  the  Conference, 


“Service  Above  Self,”  and  stated  that  the 
way  to  personal  success  and  happiness  is 
through  service  before  self.  The  question 
must  always  arise,  he  said,  “How  can  I 
serve  better?” 

“The  surest,  quickest,  easiest,  and  most 
interesting  way  to  be  successful  is  merely 
to  become  what’s  called  an  idea  man  or 
idea  woman.  Men  have  no  monopoly  on 
this  distinction.” 

“The  power  of  having  ideas,  the  power 
of  creating,  is  the  distinguishing  mark  be¬ 
tween  man  and  the  lower  animals.  It  is 
the  distinguishing  mark  between  those 
who  will  attain  success  and  those  who  will 
stay  in  a  rut  and  lead  mediocre  lives.” 

‘Top  flight  leaders  in  business  believe 
that  the  power  to  have  more  ideas  can 
be  developed  and  that  a  person  with  ideas 
can  reach  his  goals.  The  majority  of  peo¬ 
ple  use  only  one-tenth  of  their  latent  cre¬ 
ative  ability.” 

To  develop  your  creativity  or  your 
power  to  have  new  ideas,  there  are  four 
rules,  said  Dr.  Scharer,  and  he  enumerated 
and  then  discussed  them; 

(1)  Find  a  human  need. 

'The  speaker  told  some  interesting  stories 
to  illustrate  this  point.  There  was  King  C. 
Gillette,  a  traveling  salesman,  who  in¬ 
vented  the  Gillette  safety  razor,  an  item 
that  people  needed  and  wanted.  Walter 
Hunt,  hearing  the  crying  of  babies  from 
pin  pricks,  saw  the  need  for  a  safety  pin 
and  invented  it.  John  Wanamaker  became 
rich  through  the  slogan,  “Your  money 
back  if  not  satisfied.”  Find  what  people 
want  and  then  give  it  to  them. 

(2)  Ma*ter  all  of  tbe  fact*. 

To  find  a  way  to  satisfy  a  need,  you 
must  understand  the  nature  of  the  prob¬ 
lem.  One  cannot  sit  back  and  wait  for 
an  inspiration  because  inspiration  rarely 


comes  until  the  facts  have  been  mastered. 

He  mentioned  Edison  and  his  habit  of 
spending  months  gathering  bits  of  in¬ 
formation  that  would  be  useful.  Edison, 
Dr.  Scharer  said,  had  a  “plodding — prod¬ 
ding— mind.”  Lincoln  broke  every  prob¬ 
lem  into  pieces  before  he  attempted  to 
solve  it. 

(3)  Give  it  a  new  twist. 

“It  is  almost  literally  true  that  there 
is  no  such  thing  as  a  new  idea  but  there 
are  fresh  adaptations  of  old  ideas.” 

As  illustrations.  Dr.  Scharer  mentioned 
the  erasers  on  pencils,  an  idea  of  Faber. 
James  L.  Kraft  noted  that  a  bottle  of 
milk  left  in  the  sim  did  not  blow  up  but 
that  a  package  of  cheese  would.  Why? 
In  the  milk,  the  bacteria  had  been  killed 
by  pasteurization.  Mr.  Kraft  then  devel¬ 
oped  pasteurized  cheese  and  this  pack¬ 
aged  cheese  has  doubled  the  American 
consumption  of  the  product. 

(4)  Believe  in  your  idea  and  act. 

“History  is  filled  with  men  of  imagina¬ 
tion  who  lacked  the  courage  and  confi¬ 
dence  to  act  on  their  own  ideas.” 

“Do  not  shrink  from  having  your  pet 
ideas  criticized.  Successful  people  have 
always  been  criticized  by  friends  and 
family;  those  that  wither  under  fire  fail.” 

Dr.  Scharer’s  large  audience  was  very 
quiet,  listening  intently,  as  he  quoted  the 
famous  letter,  an  order  to  his  staff,  written 
by  Marshall  Foch,  head  of  the  Allied 
Armies  in  World  War  I:  “My  left  wing  is 
broken.  My  right  wing  is  broken.  My 
center  is  demoralized.  I  shall  attack.” 
History  reveals  what  took  place  when 
defeat  for  the  allies  seemed  only  hours 
away.  This  act  turned  the  tide  of  the  war. 

Dr.  Scharer  then  stressed  this  important 
fact:  “Have  at  least  one  new  idea  about 
your  job.  How  often?  That’s  up  to  you.” 

He  went  on  to  enumerate  the  actual 
technique  to  use  in  bringing  forth  new 
ideas: 

(1)  Write  down  your  thoughts.  Later, 
classify  them. 

(2)  Live  with  the  material  you  gather. 
Try  to  work  out  new  relationships 
with  old  facts. 

(3)  Relax,  drop  the  whole  subject.  Let 
your  subconscious  mind  work  on  it. 
Sleep  on  it. 


*  Floor  Brushes 

*  Fiber  Brooms 

*  Wei  Mops 

*  Dry  Mops 

*  Launderable 

Sweeping  Mops 

*  Bench  Brushes 

*  Paint  Brushes 

*  Cotton  Dusters 

*  Scrub  Brushes 

*  Toilet  Brushes 

*  Test  Tube  Brushes 

Write  today  to 


*  Bottle  Brushes 

*  Tumbler  Brushes 

*  Window  Brushes 

*  Venetian  Blind 

Brushes 

K  Radiator  Brushes 

*  Wall  Brushes 

*  Squeegeet 

*  Floor  Waxes 

*  Wax  Applicators 

*  Polishes 

*  All  Purpose  Cleaner 


INDUSTRIAL  DIVISION 


The  mt£X  BRUSH  Zo. 

3548  Main  St.,  Hartford  2,  Conn. 


(4)  Welcome  the  new  idea  when  it 
comes — out  of  the  blue.  And  be 
ready  for  it.  Write  it  down. 

(5)  Shape  and  develop  ideas  into  use¬ 
fulness.  Work  with  them,  polish 
them,  give  them  the  acid  test,  and 
try  to  pick  flaws  in  them.  Discuss 
them  with  others.  Discard  and  start 
again  if  necessary. 

In  summary.  Dr.  Scharer  asked  the  ques¬ 
tion,  “Why  all  the  concern  about  ideas, 
about  creative  people?” 

“There  is  a  great  dearth  of  people  with 
imagination,  but  each  person  has  latent 
power.  There  are  new  frontiers  all  around 
us.  But  mostly,  having  ideas  is  the  best 
way  for  success  and  happiness  and  the 
best  way  to  serve.  Service  above  self  is 
the  high  road.” 

You  should  have  heard  the  applause  as 
Dr.  Scharer  finished  his  spieech! 
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Keeping  Up  With  Jones 

I 

by 

MRS.  ANN  M.  PARSONS 
Secretary  to 

Don  H.  Clark,  Aesiatant  to  the  Vice 
Preaident  and  Treaaurer 
Indiana  Unieeraity 
Bloomington,  Indiana 


“Committee  meeting,  3  p.m,,  Friday, 
Conference  Room." 

Another  item  for  the  administrator’s 
crowded  calendar  —  another  appointment 
for  the  secretary  to  record,  remember, 
and  remind.  It  is  difficult  to  keep  tabs  on 
your  administrator,  Mr.  Jones,  as  he  goes 
from  a  committee  meeting  to  a  classroom, 
to  a  school  building,  and  then  on  to  lunch. 
With  the  advent  of  Jupiter  C  we  can 
even  foresee  a  future  when  we  may  be 
called  upon  to  locate  him  in  outer  space! 
And  sometimes  that  is  where  we  think 
he’s  gone  today. 

If  you  have  solved  the  problem  of  the 
appointment  calendar  in  your  office,  you 
are  to  be  congratulated.  It  is  a  real  ac¬ 
complishment  to  have  all  appointments 
written  down  correctly,  to  always  know 
Mr.  Jones’  location,  and  to  help  him  get 
to  all  of  his  appointments  right  on  time. 
However,  if  this  facet  of  your  office  life 
needs  improvement,  perhaps  the  following 
can  help  you  “keep  up  with  Jones.” 

Who  Keep*  the  Calendar? 

That  is,  who  writes  down  the  appoint¬ 
ments,  makes  sure  there  are  not  two  for 
the  same  hour,  cancels  them  when  emer¬ 


gencies  arise?  It  should  be  you,  the  sec¬ 
retary,  and  not  the  executive.  You  are 
available  even  when  your  boss  is  out  of 
the  office,  so  you  are  the  logical  one  to 
make  and  break  appointments.  It  is  easier 
for  one  person  to  organize  this  task;  this 
method  also  saves  more  of  that  valuable 
commodity,  time,  for  the  administrator. 
When  this  duty  is  given  you,  and  you 
alone,  you  also  receive  the  responsibility 
attached  thereto.  Just  as  we  use  the  motto 
for  shorthand  “When  in  doubt,  write  it 
out,”  we  can  use  a  new  one  regard¬ 
ing  appointments,  “Don’t  frown,  write  it 
down.” 

When  you  have  your  plan  working, 
the  executive  will  not  make  a  definite 
appointment  until  he  has  cleared  the  time 
with  his  secretary.  Mr.  Jones  may  find  it 
necessary  to  make  some  appointments 
while  out  of  his  office  and  herein  lies  a 
tough  problem.  This  problem  becomes 
partially  solved  by  itself  after  awhile, 
because  when  you  prove  efficient  to  Mr. 
Jones,  he  will  be  glad  to  tell  you  about 
the  appointments  he  makes  personally. 
Another  solution  is  to  be  friendly  with 
the  secretaries  of  your  boss’s  associates. 
You  wilt  have  two  people  who  can  tell 
you:  your  boss  and  the  other  secretary. 

Try  to  record  each  and  every  appoint¬ 
ment  on  your  calendar.  It  saves  time  and 
nerves.  If  someone  comes  in  the  office 
and  visits  with  the  administrator,  I  usu¬ 
ally  write  that  down,  too,  for  the  calendar 
can  be  a  most  useful  record  later  on. 

What  Kind  of  a  Calendar  Pad 
Should  You  Use? 

There  are  several  types  on  the  market 
— by  day  with  the  hours  marked  off,  by 
the  week,  etc.  Some  are  bound  like  a 
regular  book,  some  are  spirally  bound, 
some  are  desk  calendars.  You  may  need 
to  try  different  kinds  until  you  hit  on  the 
right  one  for  your  office.  In  our  office 
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we  use  the  spiral  type  that  has  a  week 
on  one  page.  While  our  work  is  planned 
for  the  day  at  hand,  the  planning  is  usu¬ 
ally  for  a  week  at  a  time  and  it  makes 
my  job  easier  when  it  can  be  seen  on 
one  page.  But  you  may  find  that  the  space 
for  each  day  is  not  large  enough.  Which¬ 
ever  one  works  best  for  you  is  the  one 
to  buy. 

The  secretary’s  calendar  should  show 
tentative  as  well  as  definite  engagements 
to  avoid  two  appointments  during  the 
same  hour.  If  the  tentative  appointment 
falls  through,  hours  will  be  left  vacant 
for  the  executive  to  spend  at  his  desk. 

Some  secretaries  keep  only  one  calendar 
— and  on  their  own  desks.  It  is  wise  to 
have  one  on  the  boss’s  desk,  too.  He 
often  needs  to  know  how  his  schedule  for 
next  week  or  month  is  shaping  up  and 
this  will  help  him.  Regardless  of  where 
the  calendar  is  kept  or  how  many  there 
are,  you  are  the  one  who  must  remember 
when  his  appointments  are  and  what  prep¬ 
arations  can  be  made  in  advance. 

Another  trick  worth  remembering: 
When  you  are  having  a  committee  meet¬ 
ing  in  your  office,  call  those  attending  a 
few  hours  in  advance.  You  can  start  this 
practice  in  your  school  until  all  the  sec¬ 
retaries  are  doing  it.  Because  even  with 
written  reminders,  bells  that  ring,  and 
clocks  that  chime,  somehow  and  sometime 
we  still  forget  an  important  engagement. 

Another  part  of  the  remembering  is 
to  remember  to  get  the  papers  ready  for 
the  meeting.  Sometimes  it  involves  pre¬ 
paring  agendas  or  other  mimeographed 
material.  Perhaps  Jones  should  review 
the  file  folder  on  this  subject.  My  boss 
likes  to  have  the  folder  ready  for  him 
to  take  along — if  a  question  comes  up 
in  a  meeting  he  has  the  answer  ready. 

Remind  the  Boss 

One  wise  executive  once  told  his  sec¬ 
retary,  “If  you  don’t  get  after  me,  some¬ 
one  else  will.  I  prefer  that  you  do  it.” 
Even  if  Mr.  Jones  growls  when  you 
unnecessarily  remind  him  of  an  appoint¬ 
ment,  the  one  time  when  he  would  other¬ 
wise  have  forgotten  and  missed  the  meet¬ 
ing  will  make  up  for  each  and  every 
growl. 

By  this  time  we  are  wondering  if  our 
friend,  Jones,  can  remember  what  time 
he  is  supposed  to  get  up  in  the  morning. 
I  think  all  secretaries  will  agree,  how¬ 


ever,  that  Jones  is  a  busy,  busy  man 
with  dozens  of  distractions  every  day. 
He  goes  to  the  junior  high  school  to  dis¬ 
cuss  some  situation  with  the  principal, 
only  to  be  waylaid  by  the  building  jani¬ 
tor  who  wants  a  few  words.  Leaving  him, 
he  runs  into  a  teacher  who  has  been 
asking  him  to  visit  her  classroom  to  see  a 
new  display.  Still  on  the  way  to  the 
principal’s  office,  he  meets  a  parent  who 
doesn’t  like  the  bus  schedule.  And  so  it 
goes.  No  wonder  he  forgets  all  about 
that  conference  imtil  it  is  half  over. 

So  back  to  reminding!  One  good  re¬ 
minder  is  to  type  the  day’s  appointments 
on  a  small  card  and  give  it  to  him  or 
place  it  on  his  desk  first  thing  in  the 
morning.  This  will  remind  him  that  he 
needs  to  talk  to  the  music  teacher  before 
the  P.T>A.  president  arrives  at  9:30. 

How  do  you  get  Mr.  Jones  to  tell  you 
where  he  is  going  when  he  puts  on  his 
coat  and  hat  and  walks  out?  Good  ques¬ 
tion!  You  can  always  bluntly  ask  “\^ere 
are  you  going?”  Or  politely  say,  “And 
where  may  I  reach  you?”  If  a  meeting 
is  set  for  a  short  time  from  then  it  may 
be  necessary  for  you  to  find  him  in  case 
he  forgets.  Another  way  to  banish  this 
problem  is  to  be  able,  just  once,  to  have 
an  important  call  transferred  directly  to 
him  because  he  has  told  you  where  he 
will  be. 

One  secretary  I  know  told  her  boss 
exactly  where  she  should  be  at  all  times: 
I’m  off  to  the  post  office,  I  am  going  to 
the  supply  room,  I  will  see  you  Monday 
morning.  This  was  catching  and  he  start¬ 
ed  doing  the  same  for  her. 
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Bosses  are  people,  I  am  glad  to  say. 
Each  one  likes  to  do  things  his  own  way. 
Lots  of  ideas  that  sound  good  just  won’t 
work  in  your  particular  office.  And  some¬ 
times  it  takes  a  great  deal  of  selling  for 
your  boss  to  buy  your  plan.  But  it  is 
these  little  things  that  count.  Small  errors 
are  much  more  irritating  to  people  than 
the  large  mistakes.  Missed  phone  calls  or 
appointments  can  be  worse  than  annoying. 

Being  a  good  secretary,  a  professional, 
means  that  you  do  everything  (including 
keeping  the  calendar  up-to-date)  in  the 
most  efficient  way.  Organize  your  calen¬ 
dar  and  it  can  cease  to  be  a  problem  in 
your  office. 

And  best  of  all — you  can  keep  up 
with  Jones! 
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long  island  associa¬ 
tion  OF  EDUCATIONAL 
secretaries  present 
jjeee  to  their  first  Presi- 
SmT  Mrs.  Alice  T.  Lofblad 
ot  tile  Great  Neck  Public 
SdiMis  accepts  plaque  from 
Or.  John  L.  Miller,  Super- 
iitciideiit  of  Schools  at 
Crwt  Neck.  Looking  on 
Mt  Miss  Dorothy  Franklin, 
trisident  Elect  of  the  Asso¬ 
ciation  and  Mrs.  Carolyn 
t.  Harahan.  President.  The 
anseetation  was  made  as 
part  of  the  National  Edu- 
catioR  Association's  hun- 
dKtk  anniversary. 

“The  inscription  on  the 
alaoee  pointed  to  the  fact 
that  she  had  guided  the 
anociation  toward  its  pro- 
ftsiional  growth.” 


Forming  an  Office  Staff  Association 


MRS.  ALICE  T.  LOFBLAD 
Poychological  Serrices 
Great  Neck  Public  Schoola 
Great  Neck,  New  York 


Nothing  annoys  me  more  than  to  hear 
people  say,  “But  we  couldn’t  do  that  in 
our  district.”  If  this  sounds  like  the  wrong 
way  to  start  an  article  on  forming  and 
operating  office  staff  associations,  actually 
it  is  not  so  completely  negative  as  it  ap¬ 
pears  at  first  glance.  I  hope  to  prove  you 
fon  do  this  in  your  district. 

How  many  of  you  who  have  made  the 
above  statement  (and  there  have  been 
many)  had  actually  approached  ad¬ 
ministration  with  a  well-thought-out  plan 
of  procedure,  outlining  your  aims  and 
purposes? 

I  have  yet  to  find  an  administrator  who 
was  not  wholeheartedly  in  accord  with 
what  we  are  trying  to  accomplish — as 
soon  as  the  purpose  was  clearly  defined. 
After  all,  in  helping  ourselves  we  are 
helping  the  entire  school  system  in  which 
we  are  employed.  “The  Lord  helps  those 
who  help  themselves,”  and  certainly  the 
school  systems  can  do  no  less  than  help 
those  who  help  themselves.  How  could 
the  philosophy  of  American  education  be 
justified  if  the  efforts  of  those  who  are 
promoting  it  are  not  accorded  recognition? 


Let’s  use  the  Long  Island  Association  of 
Educational  Secretaries  as  an  analogy. 
When  this  was  first  started  there  were  ad¬ 
ministrators  who  could  not  release  em¬ 
ployees  in  order  that  they  might  partici¬ 
pate.  At  our  invitation,  several  of  these 
superintendents  have  attended  our  annual 
conference,  with  the  resultant  (larticipa- 
tion  of  their  staffs  the  following  year.  One 
district  provided  a  bus  in  order  that  those 
who  had  no  means  of  transportation  could 
attend. 

First  Steps 

To  sum  up,  these  are  the  first  steps  in 
forming  an  association  (as  you  have  pro¬ 
bably  concluded)  :- 

1.  Have  your  plan  of  procedure  well 
thought  out. 

2.  Make  an  outline  that  will  paint  the 
true  picture  of  what  you  really  want. 

3.  Approach  administration  before  you 
form  an  association  and  get  their 
blessing. 

It  would  seem  to  go  without  saying  that 
the  foregoing  is  done  after  there  has  been 
some  interest  indicated  in  forming  an  of- 


fice  staff  association.  From  here  on  it  will 
be  straight  sailing  (excepting  for  the  a- 
mount  of  time  and  effort  which  will  be 
expended  by  those  who  are  now  going 
ahead). 

It  should  not  be  necessary  here  to  go 
into  the  fact  that  you  get  the  group  to¬ 
gether  and  appoint  a  temporary  chairman, 
etc.,  etc.  The  entire  formal  procedure  has 
been  outlined  in  the  material  available 
from  the  National  Association 

Purposes 

The  primary  purpose  in  forming  an  of¬ 
fice  staff  association  to  my  way  of  think¬ 
ing  is  to  obtain  for  ourselves  the  knowl¬ 
edge  which  is  necessary  for  positions  in 
education.  Certainly  the  recognized  im¬ 
portance  of  the  educational  secretary  has 
increased  tremendously  in  the  past  ten 
years.  But,  if  the  educational  secretary 
expects  to  realize  the  full  importance  of 
her  position  she  must  continue  to  show 
professional  growth.  There  are  few,  if  any, 
courses  designed  to  prepare  secretaries 
for  these  positions  in  education,  and  those 
of  us  who  have  worked  in  industry  have 
found  that  practically  the  only  basis  for 
comparison  is  the  fact  that  secretaries  in 
and  out  of  schools  have  the  same  basic 
required  skills,  i.  e.  shorthand,  typing,  Eng¬ 
lish  grammar,  etc.  In  addition  to  these 
skills,  the  educational  secretary  must  co¬ 
ordinate  with  many  specialists  in  various 
fields.  As  you  are  all  aware,  schools  no 
longer  limit  their  teaching  to  the  three 
R”s — the  “whole  child”  receives  atten¬ 
tion. 

The  pattern  of  local,  state,  and  national 
associations  gives  the  secretary  a  more 
complete  perspective  of  her  position  in 
the  total  educational  picture.  Again,  this 
larger  growth  and  understanding  can 
come  only  through  professional  growth. 

Program*  and  Procedures 

Now  we  have  an  association.  What  shall 
we  do  with  it? 

You’ve  all  heard  many  times,  no  doubt, 
that  any  organization  exists  only  tlirough 
personalities  and  activities  of  individuals 
in  it.  This  is  the  first  thing  to  remember 
when  we  ask  ourselves  what  we  have  to 
gain  by  belonging  to  our  professional  or¬ 
ganizations.  We  get  out  of  anything  — 
organizations  included  —  exactly  what  we 
put  into  it  —  no  more,  no  less.  No  archi¬ 


tect  would  attempt  to  build  without  a 
blueprint;  any  such  venture  would  turn 
out  to  be  a  sorry  mess.  And  so,  too,  we 
need  a  blueprint,  some  plan  of  procedure, 
some  specific  goals. 

As  has  already  been  pointed  out,  there 
are  few,  if  any,  sources  of  information 
available  to  the  educational  secretary  but 
this  need  not  deter  us.  After  all,  who  ia 
better  equipped  to  present  this  material 
than  those  who  have  had  experience  in  the 
field?  If  you  will  glance  over  past  pro¬ 
grams  given  at  institutes,  regional  con¬ 
ferences,  zone  meetings,  etc.  you  will  get 
many  ideas  for  your  meetings.  Once  you 
have  come  to  a  decision,  call  on  people 
in  the  particular  field  to  conduct  the 
program.  Here  again  you  will  find  the 
various  specialists  in  your  districts  not  | 
only  cooperative  but  also  very  enthusi¬ 
astic  once  they  realize  what  you’re  trying 
to  accomplish.  And  please  don’t  overlook 
your  own  members.  The  background  of 
experienced  members  can  be  invaluable 
to  the  newer  ones. 

And  now  for  some  pitfalls  to  be  avoided. 
Local  associations,  in  particular,  can  so 
easily  turn  into  gripe  sessions.  Certainly 
no  legitimate  gripe  was  ever  solved  by 
pushing  it  underground.  It  is  better  to 
bring  it  out  in  the  open  and  find  possible 
solutions;  sometimes  there  is  no  solution, 
but  talking  it  over  has  therapeutic  value. 

Also,  at  these  meetings  be  aware  of  those 
whose  attitudes  are  non-professional,  in 
that  they  are  mainly  interested  in  them¬ 
selves,  and  are  not  concerned  with  the 
over-all  picture.  They  are  inclined  to  be 
enthusiastic  about  changes  but  are  not 
objective.  From  the  sublime  to  the  ridicu¬ 
lous:  be  aware,  too,  of  the  “I-remember- 
when-things-used-to-be-far-worse”  mem¬ 
bers  who  can  almost  always  come  up  with 
something  which  tends  to  inhibit  dis¬ 
cussion.  We’ve  all  been  reminded  by  our 
parents  of  the  miles  and  miles  they  walked 
to  school,  and  the  many  hardships  they 
had  to  contend  with  in  their  childhood. 
Well,  these  “remember-when’s”  accom¬ 
plish  the  same  thing — exactly  nothing 
constructive.  The  past  has  a  place  in  our 
plaiming  only  insofar  as  it  helps  us  to 
understand  the  present  and  affects  the 
future.  Our  concern  is,  “Where  are  we 
going  from  here?” 

Another  “pitfall”  is  the  method  used 
to  obtain  a  fair  salary.  So  far  as  this  is 
concerned,  I  know  of  no  successful  asso- 
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ciation  whose  primary  purpose — admitted¬ 
ly  or  otherwise — was  the  obtaining  of 
better  salaries.  It  is  my  feeling  that  if  we 
first  show  that  we  are  willing  to  think  and 
act  in  a  professional  manner,  recognition — 
salary-wise  and  otherwise — will  follow. 

Datiet  of  President 

The  major  responsibility  for  the  suc¬ 
cess  of  any  meeting  lies  with  the  president. 
Admittedly  here  is  a  position  of  honor  and 
great  responsibility,  as  she  is  the  guilding 
light,  the  leader.  In  outlining  the  duties 
of  a  president,  one  finds  such  innocuous 
statements  as  “preside  at  all  meetings” 
etc.  Nowhere  does  there  seem  to  be  a 
delineation  of  how  she  shall  preside.  So 
let’s  go  into  the  “how”  just  a  little.  She 
is  to  chair  all  meetings  of  the  association, 
which  means  she  keeps  all  groups  “in 
balance”  as  it  were.  She  presents  subjects 
for  discussion.  Hers  is  the  responsibility 
for  seeing  that  the  discussion  remains 


a  discussion  and  does  not  become  an  ar¬ 
gument.  (Easier  said  than  done  many 
times.)  There  must  be  complete  freedom 
of  expression  without  fear  of  being  criti¬ 
cized.  And,  while  the  president  without 
doubt  is  entitled  to  an  opinion,  she  should 
wait  until  all  members  have  had  an  op¬ 
portunity  to  present  their  views  before 
she  gives  hers.  In  this  way  it  will  be  per¬ 
fectly  clear  that  she  is  not  attempting  to 
use  her  position  as  president  to  influence 
the  ultimate  decision. 

Again,  put  some  time  and  effort  into 
your  programs.  Keep  them  on  a  voluntary 
basis,  which  is  symbolic  of  democratic 
education  and  professional  attitudes.  Ad¬ 
mittedly  there  must  be  some  social  aspect 
but  this  should  be  minor,  the  major  por¬ 
tion  of  the  program  planning  should  be 
centered  around  “learning.”  There  is  so 
much  to  learn!  Remember,  our  aim  is  to 
up-grade  the  educational  secretary — at¬ 
tain  professionalization. 


T 

Silver  burdett  company 

PUBLISHERS 

OF  DISTINGUISHED  TEXTBOOKS 


CHICAGO 
SAN  FRANCISCO 
DALLAS 
ATLANTA 


Our  representatives 
appreciate  your 
many  courtesies 


MORRISTOWN,  NEW  JERSEY 
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Finding  and  Filing  Speech  Materials 


TOM  W.  LANGSTON 
Secretary  to  the  President 
West  Texas  State  College 
Canyon,  Texas 


When  we  get  a  request  for  a  speech 
in  our  office,  the  first  thing  we  do  is  to 
see  if  already  in  the  file  we  have  some 
materials  that  we  might  use.  If  so,  the 
preparation  of  the  speech — or  article — is 
much  easier.  If  there  is  not  already  a 
file,  then  we  make  one.  (And  when  we 
make  one  file  (or  folder)  for  a  speech 
or  article,  in  reality  we  make  two — one 
for  4x6  cards  and  paper  and  one  folder 
for  8*/^  X  11  paper.) 

The  next  thing  we  do  is  to  turn  to  our 
professional  assistants,  the  librarians.  I 
personally  could  not  function  without 
their  help.  In  half  an  hour  they  can 
unearth  more  material  about  a  subject  or 
person  than  I  could  in  two  weeks.  Any 
secretary  who  is  in  a  system  large  enough 
to  have  a  really  good  library  staff  is 
missing  her  best  bet  if  she  does  not  rely 
on  the  librarians  for  all  kinds  of  source 
materials.  In  many  instances,  for  example, 
they  will  unearth  pictures  that  would  be 
of  interest  to  the  audience.  Any  govern¬ 
ment  documents,  current  periodicals,  his¬ 
tory,  fiction,  biographies — almost  anything 
that  is  applicable  to  the  subject  these 
librarians  can  produce  in  the  twinkling 
of  an  eye,  and  they  always  seal  the  serv¬ 
ice  with  a  smile. 

Books  that  we  use  as  reference  ma¬ 
terials  constantly  are  the  Cambridge  His¬ 


tory  of  American  Literature  (CHAL), 
Dictionary  of  American  Biography  (DAB), 
Who’s  Who  in  America  (and  all  the  other 
Who’s  Who  and  What’s  What  volumes), 
and  of  course  Reader’s  Guide  to  Periodical 
Literature. 

If  there  are  pictures  that  we  should 
like  to  have  for  the  program,  we  imme¬ 
diately  call  our  photographer  (one  of  the 
best  in  the  country,  thank  goodness!) 
and  have  him  reproduce  them  and  mount 
them  for  us.  He  is  another  person  we’d 
hate  to  have  to  get  along  wi^out. 

Naturally  the  librarians  find  much  more 
material  than  we  can  possibly  use  bene¬ 
ficially.  After  we  decide  exactly  what  por¬ 
tions  we  do  want  to  use,  then  my  part 
begins.  (Actually  the  biggest  problem— 
the  materials  themselves — has  already 
been  taken  care  of.)  Of  the  brief  materials 
that  might  be  quoted  in  the  speech,  1 
make  a  copy  on  4  x  6  paper  and  place  in 
that  file.  Of  those  lengthy  materials  that 
we  might  want  to  use  for  reference  again 
and  again  but  which  are  too  long  to  be 
quoted,  I  make  copies  on  x  11  paper, 
double  spacing  the  material.  (I  usually 
single  space  the  4x6  materials.) 

We  keep  our  files,  both  4x6  and  the 
81^  X  11,  alphabetically  arranged.  We  may 
have  such  headings  as  Robert  Frost,  Long¬ 
fellow,  Whitman,  Amy  Lowell,  Sidney 
Lanier,  Emily  Dickinson  (and  other  lit¬ 
erary  people,  because  Dr.  Comette  lec¬ 
tures  a  great  deal  on  literary  people  and 
now  has  a  TV  program  on  American  au¬ 
thors).  Along  with  these  would  be  such 
common,  ordinary  headings  as  P.  T.  A., 
Mother’s  Day,  Boy  Scouts,  Salaries,  Teach¬ 
er  Preparation,  and  just  about  any  other 
type  subject  that  you  can  imagine.  We 
have  four  file  drawers  with  8V4  x  11  ma¬ 
terials.  We  also  have  eight  boxes  of  4  x  6 
sheets  of  paper.  This  latter  file  we  revise 
and  throw  away  out-of-date  items  from 
time  to  time.  We  do,  however,  save  jokes, 
illustrations,  and  just  about  anything  that 
there  is  any  possibility  of  Dr.  Comette’s 
using. 

( Continued  on  Page  20) 
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What  Membership  in  the  NAES 
Means  to  Me 

by 

MARY  R.  WEIR 
Secretary  to  the  President 
West  Chester  State  Teachers  College 
West  Chester,  Pennsylyania 


Membership  in  the  National  Association 
of  Educational  Secretaries  can  mean  so 
many  things  to  a  secretary.  I  have  ex¬ 
perienced  many  worthwhile  advantages 
to  date,  but  one  phase  of  my  association 
with  Nancy  National  supersedes  all  others, 
and  I  would  like  to  share  it  with  you. 

I  am  the  only  NAES  member  on  the 
West  Chester  State  Teachers  College 
campus.  According  to  the  membership 
directory,  the  only  other  member  in  West 
Chester  is  a  retired  public  school  secre¬ 
tary.  In  view  of  this  complete  absence  of 
any  local  organization,  I  have  been  de¬ 
pendent  upon  my  mail  contacts  with  other 
secretaries.  These  have  proved  very  valu¬ 
able,  most  interesting  and  so  friendly. 

Upon  my  return  from  vacation,  the 
latter  part  of  August,  I  decided  to  do 
something  about  the  thoughts  I  had  been 
having  for  some  time  concerning  the 
whole  matter  of  our  college  publications. 

Reviling  Publication! 

Publications,  whether  they  be  small 
pamphlets  announcing  scholarships  or  a 
lecture  series,  or  a  large  catalog  setting 
forth  the  various  facets  of  the  college 
concerned,  act  as  ambassadors  abroad,  so 
to  speak.  And,  as  such,  they  should  at  all 


times  create  for  the  reader  a  perfect  im¬ 
pression  of  the  college. 

Most  of  us  are  creatures  of  habit  and 
are  prone  to  follow  a  set  i>attem  which 
has  worked  satisfactorily  in  the  past. 
Therefore,  the  publications  usually  are 
revised,  brought  up-to-date  and  reprint¬ 
ed.  With  some  of  our  printed  materials,  we 
too,  have  followed  the  path  of  least  re¬ 
sistance  to  date. 

Just  as  milady  welcomes  a  change  in 
styles,  and  the  teenager  progresses,  from 
generation  to  generation,  from  jazz  to 
“bop”  to  “rock  and  roll,”  so  should  insti¬ 
tutions  of  higher  learning  go  along  with 
the  trend  and  put  a  little  color  and  life 
into  the  publications  which  serve  as  their 
printed  representatives. 

Asking  NAES  Help 

While  pondering  over  the  situation  and 
trying  to  decide  how  best  I  might  shed 
a  little  light  on  the  subject,  the  idea  oc¬ 
curred  to  me  that  I  might  get  help  from 
my  sister  members  of  the  NAES.  Conse¬ 
quently,  I  took  my  NAES  directories  in 
hand  and  started  checking  for  the  names 
of  members  located  in  colleges  and  uni¬ 
versities. 

Next  I  composed  a  form  letter  indicating 
my  interest  in  securing  copies  of  bro¬ 
chures,  pamphlets,  catalogs,  etc.  recently 
published  by  the  college.  I  mentioned 
also,  that  I  had  read  the  name  of  the 
secretary  in  the  NAES  directory  and 
hoped  she  could  help.  My  fingers  were 
crossed,  and  I  told  myself  that  just  pos¬ 
sibly  a  couple  of  these  busy  gals  would 
pay  attention  to  my  request.  But  I  guess 
I  did  not  realize  how  helpful  “Nancy” 
can  be. 

Reviewing  the  Publication! 

The  letters  and  packets  of  publications 
began  to  arrive.  At  first  one  or  two,  and 
then  four  or  five  at  a  time.  Then  began 
the  interesting  task  of  reviewing  the  cata- 


logs.  This  consumed  much  of  my  leisure 
time,  but  I  enjoyed  every  minute  of  it, 
jotting  down  notes  on  the  special  features 
which  seemed  to  me  to  be  most  applicable 
to  the  “West  Chester  picture.” 

Mrs.  Martha  Luck,  Past  President  of 
the  NAES,  sent  several  excellent  faculty 
bulletins  from  Northwestern  and  has  been 
most  gracious  and  helpful  in  answering 
various  requests  of  mine,  particularly  in 
connection  with  the  Professional  Stand¬ 
ards  Program. 

Thanks  to  Mrs.  Sibyl  Jamieson,  Hum¬ 
boldt  State  College,  for  the  clever  Student 
Directory  and  copies  of  the  programs  from 
the  recent  dedication  of  their  new  build¬ 
ings.  This  is  very  timely  for  us  at  West 
Chester  since  we  are  just  getting  under¬ 
way  with  an  extensive  building  program. 
Sometime  hence  we,  too,  will  be  holding 
dedication  ceremonies  and,  consequently, 
we  welcome  the  opportunity  to  see  the 
type  of  program  arranged  by  a  sister 
college. 

Rebecca  Amos,  Michigan  State  Uni¬ 
versity,  came  through  with  the  most 
extensive  and  all  inclusive  collection  of 
publications.  The  Faculty  Directory,  the 
Student  Directory,  and  the  Course  Catalog 
are  three  of  the  best  prepared,  most 
helpful  publications  I  have  ever  seen.  I 
must  confess,  in  all  honesty,  that  my 
immediate  reaction  upon  reviewing  them 
carefully  was  one  of  relief  that  I  had  not 
been  responsible  for  preparing  the  for¬ 
mats.  From  Michigan  State,  as  well  as 
several  other  institutions,  came  hand¬ 
books,  varying  in  style,  but  all  equally 
useful,  setting  forth  procedures,  rules,  etc. 
for  faculty  and  personnel.  We  publish  a 
faculty  handbook  and  a  student  hand¬ 
book;  however,  we  have  nothing  in  printed 
form  which  is  strictly  for  the  non-instruc- 
tional  staff. 

Julia  Scofield,  Western  Reserve  Univer¬ 
sity,  wrote  me  concerning  an  idea  which 
had  occurred  to  me,  also,  Uie  establishment 
of  a  section  of  members  in  the  NAES 
who  are  working  in  institutions  of  higher 
education  for  the  express  purpose  of 
sharing  ideas  concerning  our  mutual  prob¬ 
lems  and  duties.  If  such  an  organization 
meets  with  the  approval  of  the  NAEIS 
perhaps  all  interested  Nancys  will  make 
some  effort  to  get  it  underway.  Let’s  hear 
from  you,  Nancy! 

This,  seems  the  opportune  moment  to 


thank  our  editor,  Mrs.  Rachel  Maynard, 
for  all  her  kindnesses  in  sending  me  the 
fascinating  publications  of  the  University 
of  Arizona  and  for  making  me  an  inter¬ 
ested  reader  of  the  Arizona  Business  and 
Economic  Review. 

When  I  had  completed  my  review  of 
the  collection  of  bulletins,  catalogs  and 
other  printed  matter,  I  turned  everything 
over  to  the  President  of  the  College.  He 
is  making  a  careful  perusal  of  the  entire 
collection  for  the  purpose  of  securing  new 
ideas.  Subsequently,  a  committee  of  the 
faculty,  appointed  expressly  to  study  our 
publications  with  the  view  of  improving 
the  old  ones  and  preparing  new  ones, 
will  conduct  a  comprehensive  study  of 
these  publications. 

We  at  West  Chester  are  now  the  very 
grateful  possessors  of  an  excellent  col¬ 
lection  of  college  publications.  I  doubt  if 
there  is  any  type  we  do  not  have  in  this 
extensive  file.  We  are  truly  grateful  to 
all  the  members  of  the  NAES  who  have 
made  such  an  overwhelming  response  to 
my  letters. 

“Nancy  National”  from  coast  to  coast 
has  put  forth  every  effort  to  prove  to 
this  particular  Nancy  that  “friendsh^” 
and  “cooperation”  are  two  of  her  out¬ 
standing  characteristics. 


FILING  &  FINDING 

(Continued  from  Page  18) 

This  is  one  of  the  most  interesting  and 
certainly  most  challenging  phases  of  the 
position.  My  boss  does  not  happen  to  dic¬ 
tate  his  speeches  (I  have  work^  for  those 
who  do,  and  I  enjoy  it  either  way),  and 
it  is  always  intriguing  to  see  exactly  how 
he  has  used  the  materials  that  you  have 
worked  up  for  him.  A  word  of  caution: 
Your  employer  is  away  or  simply  does  not 
have  the  time  to  do  the  selecting  of  ex¬ 
cerpts  that  he  wishes  to  use.  In  those  in¬ 
stances  the  only  thing  you  can  do  is  to 
select,  as  well  as  you  can,  materials  that 
seem  apropos.  Do  not  be  crushed  if  he 
fails  to  use  a  few  (or  all)  of  those  pre¬ 
cious  items  that  you  typed  for  him.  Have 
a  cheerful  attitude  and  he  will  be  calling 
on  you  again  to  do  this  very  thrilling  type 
of  work  for  him. 
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Helpfully  Yours 


by 

WILMA  R.  HAIGHT 
Reporter,  Northeast  Region 
“That  Giri  in  the  Office” 
Board  of  Education 
Glen  Ridge,  New  Jersey 


Dear  Editor: 

,  Not  much  news  for  you  this  time.  After 
the  usual  spate  of  Christmas  parties  last 
December,  all  the  little  Northeast  secre¬ 
taries  crawled  into  their  igloos  for  the 
Winter,  dragging  their  snow  shovels  in 
after  them.  They’ll  pop  out  again  in  April 
all  dressed  up  in  their  new  bonnets  and 
sack  suits. 

So  not  having  much  reporting  to  do.  I’ve 
been  studying  those  pale  purple  pro¬ 
nouncements  that  come  to  us  from  the 
Editor’s  desk,  and  I  find  that  this  issue 
of  the  NATIONAL  EDUCATIONAL  SEC¬ 
RETARY  is  to  be  a  “practical  issue,”  a 
"how-to-do-it  issue.”  You  have  picked 
out  certain  select  secretaries  and  have 
written  them  asking  for  articles  on  “How 
to  Improve  Your  Filing,”  “The  Perfect 
Receptionist,”  “The  Art  of  Answering  the 
Telephone,”  “How  to  Prepare  your  Work 
so  that  Your  Assistant  May  Take  Over 
While  You  Are  on  Vacation,”  etc.  No  such 
letter  came  to  me.  I  suppose  you  had  good 
and  sufficient  reason  for  the  omission;  but 
I  do  feel  I  am  singularly  well  equipped 
to  acquaint  some  of  the  newcomers  to 
our  ranks  with  the  facts  of  educational 
secretarial  life.  I  shall  proceed  on  that 
basis. 

Filing.  I  file  alphabetically.  There  is 
nothing  unusual  about  this;  but  I  do  have 
an  advantage  over  some  of  you  younger 
people.  I’m  a  relic  of  that  bygone  genera¬ 
tion  that  was  taught  its  alphabet.  ’This 
was  way  before  the  days  of  reading  readi¬ 
ness.  I  not  only  can  say  the  alphabet 
forwards,  I  can  say  it  backwards.  This 
saves  me  many  steps.  But  my  greatest  fil¬ 
ing  innovation  is  physical  rather  than 
mental.  I  use  the  standard  4-drawer  filing 
cabinet  but  file  in  the  top  three  drawers 
only.  You  can  readily  see  what  a  great 


relief  this  is  to  nylons,  sacro  iliacs  and 
slipped  discs. 

A  waste  of  space?  Not  at  all.  Those 
bottom  drawers  are  filled  with  emergency 
equipment:  a  hammer,  assorted  nails, 
screw  driver,  one  rubber,  a  petrified  type¬ 
writer  cover,  a  bottle  of  gasket  cement 
for  which  we  have  no  gaskets,  a  jar  of 
instant  coffee,  remains  of  a  fruit  cake,  a 
bag  of  jelly  beans  and  two  ant  traps. 

Receptionist.  Proficiency  in  the  art  of 
receiving  and  mentally  cataloguing  visitors 
can  only  be  achieved  through  experience. 
You  must  learn  to  profit  by  your  mistakes. 
To  wit: 

The  door  opens  and  there  standing  be¬ 
fore  you  is  an  individual  whom  you  pin¬ 
point  immediately  as  your  long-sought 
junior  math  teacher.  Oozing  public  rela¬ 
tions,  you  seat  him  at  a  table,  place  an 
application  blank  before  him,  a  peri — 
preferably  filled — in  his  hand  and  an  ash 
tray  within  easy  reach. 

Don’t  be  dismayed  if  with  a  somewhat 
bewildered  air  he  reaches  in  his  pocket 
and  pulls  forth  a  sample  vial  of  Super- 
Duper-Pluper  Hand  Soap  with  accom¬ 
panying  descriptive  literature,  and  extolls 
its  detergent  properties  in  resonant  tones. 
Chalk  this  up  to  Experience. 

When  the  missing  math  teacher  does 
show  up  an  hour  later,  you  will  be  able 
to  say  cheerfully  but  firmly,  “No  soap!” 

The  Telephone.  The  importance  of  a 
good  telephone  personality  cannot  be  over¬ 
emphasized.  At  9:30  a.m.  I  gracefully  lift 
the  receiver  at  the  first  ring  of  the  bell 
and  trill,  “Good  MORNing!  Boarrrrd  of 
EduCA-shun!” 

By  11  a.m.  a  simple,  dignified  “Board 
of  Education,”  clearly  enunciated,  gives 
the  caller  to  understand  that  Life  is  Real, 
Life  is  Earnest;  and  the  responsibility  for 


the  operation  of  the  school  system  is  rest¬ 
ing  in  capable  hands. 

2:00  p.m.  “Boardkayshun.”  Feet  hurt. 

4:30  p.m.  “Aaarrrf!” 

Preparing  Your  Work  for  Your 
ant  to  Take  Orer.  I  can  be  of  no  help  to 
you  here.  I  am  waiting  for  someone  to 
write  an  article  on  how  to  procure  an 
assistant. 

There  are  other  fields  in  which  the 
competent  educational  secretary  should 
have  some  basic  training. 

Minor  Electrical  Repairs.  In  this  cate¬ 
gory  comes  the  replacing  of  a  fluorescent 
tube.  First  push  and  tug  your  desk  until 
it  is  directly  beneath  the  offending  fix¬ 
ture.  Next  roll  your  desk  chair  on  its 
casters  to  a  position  beside  your  desk.  Now 
go  to  the  janitor’s  supply  room  and  select 
your  new  tube.  Be  careful  to  check  on 
wattage,  voltage  and  amperage.  These  are 
marked  very  clearly  on  the  other  end 
of  the  tube.  Having  chosen  your  tube, 
return  with  it  to  your  office.  Grasp  the 
new  tube  firmly  in  one  hand,  the  back 
of  your  chair  in  the  other,  and  the  edge 
of  your  desk  in  the  other.  Place  your 


right  foot  carefully  in  the  center  of  chair, 
And  your  fulcrum  and  stand  on  it.  Owing 
to  its  free-rolling  ballbearings,  the  chair 
will  have  a  not-unpleasant  undulating 
motion. 

Now  place  your  remaining  foot  on  your 
desk  top.  Spring  erect,  crashing  your  head 
into  the  light  fixture. 

Return  to  earth,  bind  up  your  wounds, 
replace  the  furniture  and  lay  the  nev 
tube  gently  on  top  of  the  filing  cabinets 
for  the  janitor  to  install  sometime  within 
the  next  few  weeks. 

Plumbing.  Even  in  the  most  efficiently 
run  offices,  there  are  times  when  a  Certain 
Essential  Plumbing  Fixture  needs  repair 
This  entails  an  understanding  of  Balls. 
Plungers  and  Washers.  Remove  Top  from 
Tank  and  poke  at  inner  mechanism  with 
any  long,  sharp  instrument — a  letter  open¬ 
er,  a  stensil  stylus.  Replace  Tank  Top  and 
call  plumber.  The  plumber,  unesthetic 
creature,  will  offer  as  his  diagnosis  that 
“some  ignoramus  has  been  monkeyin' 
with  that  toilet.”  He  will  disappear  into 
the  cellar  and  turn  the  water  off  in  the 
entire  building  for  the  rest  of  the  day. 


Thanks  a  lot! 


Sales  Offices: 
New  York  1 1 
Chicago  6 
Atlanta  3 
Dallas  I 
Columbus  16 
Palo  Alto 
Toronto  7 

Home  Office: 
Boston 


Jj^OR  your  many  little  courtesies  to  our 
representatives  we  are  grateful  indeed  to 
you,  School  Secretaries.  Calling  on  you  is 
a  real  pleasure  to  GINN  men  and  women. 

May  the  coming  summer  vacation  pay  you 
rich  dividends  in  health  and  happiness! 

GINN  AND  COMPANY 
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The  Gentle  Art  of  Being  Accurate 

•»y 

MISS  EDITH  HAMMOND 
Atsutant  to  the 
Superintendent  of  School* 

Hampton,  New  Hampshire 
and 

Corresponding  Secretary,  NAES 


The  Boss  was  feared  by  his  staff  for 
the  caustic  memos  he  wrote.  One  day 
one  of  his  secretaries  discovered  to  her 
horror  that  she  had  given  the  executive 
a  set  of  wrong  figures.  Fearfully  she  wrote 
to  the  Boss,  “In  answer  to  your  memo 
of  tomorrow  .  .  .” 

Don’t  let  this  happen  to  you! 

Do  you  proofread  your  typewritten 
material?  It  is  a  tiresome  and  time-con¬ 
suming  task,  but  it  is  essential  to  the 
smooth-running  educational  office.  Even 
the  smallest  memo  is  of  no  value  if  it 
is  not  correct. 

Road  Carefully 

Probably  the  easiest  way  of  proofread¬ 
ing,  and  die  one  most  used  to  spot  typo¬ 
graphical  errors,  is  to  read  back  the 
material  word  for  word,  letter  by  letter, 
comma  after  comma,  while  the  paper  is 
still  in  the  typewriter.  Your  careful  look 
must  touch  and  see  every  typewritten 
character  on  the  page!  In  this  way  an 
error  may  be  corrected  without  the  task 
of  reinserting  the  paper  and  lining  up 
the  print. 

For  most  letters  and  straight  copy  ma¬ 
terial,  a  secretary  who  knows  her  Elnglish 


and  spelling  can  reread  the  material  and 
spot  quickly  any  such  errors. 

Someone  else  reading  your  typewritten 
material,  while  you  read  aloud  the  orig¬ 
inal,  sometimes  will  spot  an  error  that 
you  may  have  overlooked — a  misspelled 
word,  a  typographical  error,  or  an  incor¬ 
rect  mark  of  punctuation. 

Read  Twice 

In  legal  work,  or  material  of  great  im¬ 
portance,  it  is  sometimes  wise  to  make 
two  readings — one  for  the  possible  omis¬ 
sion  of  words  or  phrases,  the  second  for 
verifying  punctuation  marks,  figures, 
spelling,  typographical  errors,  etc. 

When  typing  several  copies,  all  of  which 
have  to  be  originals,  do  you  type  each 
copy  from  the  original,  or  do  you  use 
each  succeeding  copy  as  you  type?  By 
using  each  succeeding  copy,  you  auto¬ 
matically  proofread  the  copies  as  you 
type.  The  final  copy  would  be  the  one 
to  check  against  the  original — if  that 
one  is  correct,  the  other  copies  must  of 
necessity  be  correct. 

Check  Stencil* 

Do  you  type  mimeograph  stencils?  Try 
holding  the  light  you  use  under  the  mim- 
eoscope  in  back  of  the  stencil  before 
removing  it  from  the  machine.  Someone 
else  reading  back  for  you  helps  you  to 
spot  words  or  punctuation  which  might 
have  been  missed.  It  is  possible  to  omit 
whole  paragraphs  at  times.  This  is  par¬ 
ticularly  easy  to  do  when  two  consecutive 
paragraphs  happen  to  start  with  the  same 
word  or  phrase. 

Another  suggestion  for  mimeograph 
stencils  is  to  put  a  piece  of  carbon  paper 
between  the  wax  “cushion”  sheet  and  the 
backing  sheet  so  that  when  the  stencil 
is  removed  from  the  machine  the  type¬ 
written  copy  is  already  on  the  backing 
sheet.  This  sheet  may  then  be  filed  with 
the  stencil  after  the  material  has  been 
reproduced. 


One  of  the  best  methods  of  avoiding 
missing  whole  lines  or  even  paragraphs, 
is  the  use  of  a  copy  holder,  with  either 
an  automatic  line  changer  or  one  that 
operates  by  hand.  There  are  several  types 
available  at  low  cost.  The  relief  from 
eye-strain  as  well  as  neck-strain  is  worth 
the  price. 

Re-read  Figure* 

Too  much  stress  cannot  be  put  on  the 
accuracy  necessary  in  the  typing  of  sta¬ 
tistical  and  financial  figures.  Never  make 
“strike-overs,”  even  in  straight  typing. 
And  when  it  is  necessary  to  erase,  be 
sure  to  erase  completely  so  that  the  re¬ 
typed  material  is  clear. 

This  is  particularly  true  of  figures.  While 
you  may  know  which  figure  is  intended, 
be  very  sure  that  any  other  person  read¬ 
ing  the  copy  will  know. 

Statistical  and  financial  tables  should 
be  checked  and  re-checked.  If  a  second 
person  is  not  available  to  assist,  the  meth¬ 
od  of  typing  the  material  horizontally  and 
checking  the  columns  vertically  against 
the  original  may  be  used. 

Another  “trick”  which  might  be  used, 
if  the  colunms  are  totalled,  is  to  add  the 
figures  on  the  adding  machine  to  prove 
not  only  the  re-typed  figures,  but  the 
original  copy  also.  In  this  way,  no  error 
is  possible  in  the  final  analysis. 

Thus  there  seems  to  be  two  definite 
methods  of  proofreading  —  two  persons 
working  together,  one  reading  the  origi¬ 
nal,  the  other  reading  the  typed  copy. 
If  you  work  by  yourself,  it  behooves  you 
to  read  the  material  back  word  by  word, 
including  every  punctuation  mark. 

Of  course,  if  you  are  the  lucky  secre¬ 
tary  who  has  a  photocopier  available,  you 
have  the  answer  to  all  your  problems! 
Photostat  the  material!  Such  a  machine 
makes  no  error! 

This,  of  course,  is  not  the  answer  for 
material  transcribed  from  shorthand  notes, 
a  dictating  machine,  or  from  hand-written 
material.  It  is  here  that  the  human  factor 
comes  into  the  picture.  Train  yourself  to 
be  accurate — it  can  be  done — and  is  cer¬ 
tainly  worth  the  effort  when  you  consider 
the  reward  that  comes  with  the  faith  and 
confidence  your  “Boss”  has  in  your  work. 

This  would  not  happen  in  an  educa¬ 
tional  office,  I  am  sure,  but  it  is  told  that 


while  inspecting  a  business  plant,  the 
President  said  to  his  foreman,  “Let’s  see. 
Jones,  how  many  years  exactly  is  it  tbt 
you’ve  been  with  me  now?”  “Thirty-nine, 
sir,”  beamed  Jones,  “and  may  I  add  that 
in  that  time  I  made  only  one  trifling 
mistake!”  “Good  work,”  replied  the  Presi¬ 
dent,  “but  from  now  on,  please  try  to 
be  more  accurate.” 


NAES  Member  Attends 
Social  Legislation 
Information  Meeting 

Mrs.  Bumes  P.  Jones,  member  of  NAES, 
attended  the  Social  Legislation  Informa¬ 
tion  Service  meeting  on  February  5  and 
6,  1958  at  the  Department  of  Health,  Edu¬ 
cation  and  Welfare,  in  Washington,  D.C. 

The  organization  is  a  non-profit  asso¬ 
ciation  which  reports  impartially  on  fed¬ 
eral  social  legislation  and  federal  agencies 
affecting  family  life,  children,  and  com¬ 
munity  services  in  the  areas  of  health, 
education,  welfare,  housing,  employment, 
and  recreation. 

The  purpose  of  the  meeting  was  to  dis¬ 
cuss  recent  and  proposed  social  legisla¬ 
tion  and  what  is  being  done  by  the  De¬ 
partment  of  Health,  Education,  and  Wel¬ 
fare.  More  than  300  persons  representing 
various  welfare,  civic,  educational,  and 
government  agencies  attended  the  meeting. 


New  NAES  Officers 
Announced  by 
Elections  Committee 

Miss  Emma  Castner,  Chairman  of  the 
National  Elections  Committee,  has  an¬ 
nounced  the  results  of  the  recent  ballot¬ 
ing.  The  following  officers  elected  for  the 
1958-60  term  will  be  installed  at  the  An¬ 
nual  Convention  in  Boulder: 

President:  Rachel  Maynard 
Second  Vice  President:  Charlotte  Parr 
Corresponding  Secretary:  Angie  Holms 
Treasurer:  Isabel  Paddock 
Executive  Board  Members:  Pauline  Hollis 
and  Lois  Lilly. 
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Clearing  Your  Desk  For  A  Vacation 


MRS.  BURNES  P.  JONES 
Secretary,  Office  of 
Director  of  Elementary  Education 
in  Charge  of  Administration 
Washington,  D.C. 


Planning  a  vacation  is  an  exciting  ex< 
perience.  Deciding  where  to  go  (of  course, 
this  year  you  are  planning  to  go  to  Boul¬ 
der,  Colorado),  studying  timetables,  mak¬ 
ing  reservations,  selecting  a  wardrobe, 
and  finally  purchasing  the  tickets,  are  all 
very  exciting.  Just  as  you  start  early 
to  plan  your  trip,  so  you  should  start 
early  to  plan  the  work  in  the  office,  to 
clear  your  desk  and  leave  things  in  readi¬ 
ness  for  the  person  who  is  to  take  over 
your  duties. 

Offic*  Manual 

Your  office  manual  should  always  be 
up  to  date,  but  as  soon  as  the  time  for 
your  vacation  is  scheduled  you  should 
study  it  carefully.  Does  it  carry  the  re¬ 
cent  changes  in  policies  and  procedures? 
Directives,  superintendent’s  circulars,  and 
administrative  memoranda  should  be 
checked  to  be  sure  that  this  section  of 
your  manual  carries  current  information. 
Is  the  daily  routine  schedule  current? 
Make  note  of  each  duty.  You  would  know 
what  to  do,  but  would  your  “relief’? 
Your  manual,  of  course,  carries  a  sum- 
ntary  of  reports  due,  but  special  notation 


should  be  made  of  the  reports  which  will 
fall  due  during  your  absence.  As  far  as 
possible  type  up  these  reports  and  leave 
them  ready  for  the  signature  of  your 
administrator. 

Telephone  Numbers 

An  accurate  and  up  to  date  list  of  tele¬ 
phone  numbers  frequently  called  should 
be  available.  Is  your  mailing  list  correct? 
Did  you  make  that  change  which  was 
noted  on  a  letter  recently  received?  These 
lists  will  help  your  substitute  and  relieve 
her  of  responsibility  (maybe  reprimand) 
in  case  a  letter  is  returned  or  a  wrong 
number  called. 

If  your  office  handles  the  mail  for  the 
building  be  sure  that  this  directory  is 
correct  and  any  special  instructions  for 
handling  the  mail  are  passed  on.  (Is 
mail  stamped  and  put  on  the  “boss’  ” 
desk — is  it  opened  and  screened  before 
being  put  on  his  desk — if  this  is  your 
responsibility,  will  he  want  the  “relief 
to  do  it,  or  will  he  do  it  himself?) 


The  file  index  is  most  important  and 
should  be  accessible.  It  should  be  full  and 
complete.  If  the  person  taking  over  is 
not  familiar  with  your  system  of  filing 
the  index  should  guide  her,  but  any 
special  feature  should  be  noted.  Along 
with  your  file  index  leave  your  copy  of 
FILE  IT  RIGHT. 

Materials  for  conferences  which  the 
“boss’’  has  scheduled  during  the  period 
of  your  absence  should  be  put  in  folders 
and  labeled  with  the  name,  date  and  time 
of  conference.  All  pending  letters  should 
be  placed  in  a  “Pending”  or  “Awaiting 
Reply”  folder  so  that  as  the  replies  are 
received  the  assistant  will  not  have  to 
search  the  files.  These  folders  will  also 
assist  in  sending  follow-up  letters.  Is 
there  a  special  date  for  a  follow-up  let- 
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ter?  Be  sure  to  indicate  it  on  your  cal¬ 
endar  or  “jog”  sheet. 

Notes  on  your  calendar  pad  should  not 
be  in  shorthand  or  code.  Your  shorthand 
may  be  perfect,  but  can  the  “boss”  read 
it? 

Reader  Copies 

You  may  wish  to  have  carbon  copies 
of  letters,  reports,  pertinent  telephone 
messages,  etc.,  received  or  sent  out  during 
your  absence  kept  in  a  folder  so  that  you 
may  quickly  and  easily  acquaint  yourself 
with  what  has  taken  place  during  your 
absence.  It  is  often  important  that  you 
know  what  has  passed  through  the  hands 
of  your  “relief.” 

Invite  your  “relief’  in  for  coffee  and 
go  over  the  daily  routine,  files,  the  spe¬ 
cial  things  the  “boss”  likes  (or  does  not 
like),  the  format  of  letters  and  memoran¬ 
da,  reports,  inter-office  relationships,  etc. 
Pass  on  to  her  the  things  you  do  to  make 
your  work  easier.  Unfinished  work  should 
be  discussed  if  the  “relief’  is  expected  to 
finish  it. 

The  preparation  of  transcripts  and  eval¬ 
uating  of  credits  are  very  important  and 
have  far  reaching  effect  on  the  school  life 
of  the  students.  Would  the  “boss”  want 
your  “relief’  to  prepare  transcripts  and 
handle  personnel  matters  having  to  do 
with  both  staff  and  students? 

Of  course  conferences  will  be  held  with 
the  “boss”  at  intervals  during  this  get¬ 
ting  ready  period  to  determine  special 
things  he  might  wish — or  not  wish— done. 
The  “boss,”  too,  will  advise  about  con¬ 
fidential  files  and  office  keys — which  to 
release  and  which  to  leave  in  his  custody. 
Are  all  keys  properly  tagged? 

Does  your  “boss”  remember  appoint¬ 
ments?  If  he  doesn’t,  then  pass  on  the 
information  about  your  “jog”  sheet.  Does 
it  irritate  him  to  be  reminded  of  appoint¬ 
ments,  letters  awaiting  reply,  and  reports 
due  more  than  once?  This  should  be  noted. 

Suppliea 

Be  sure  that  you  leave  ample  supplies 
available.  Does  your  “relief’  know  where 
the  storeroom  is  located?  If  delivery  of 
supplies  is  anticipated  during  your  ab¬ 
sence  a  copy  of  the  requisition  and  in¬ 
structions  for  checking  should  be  available. 

Do  you  have  duplicating  to  be  done? 


Are  the  “dummies”  set  up?  It  is  ben 
to  do  this  to  get  the  kind  of  job  you 
and  your  “boss”  want.  Machines  have 
a  way  of  getting  balky  when  a  special 
job  is  being  done  or  with  a  new  oper¬ 
ator.  Leave  the  instruction  book  near  the 
machine. 


It  may  be  that  your  vacation  comes 
at  a  time  when  the  “relief’  can  help  you 
get  ready  for  the  opening  of  school.  Do 
you  address  envelopes  to  various  officen 
and  schools  in  quantity?  Do  you  have 
forms  to  be  counted  out  for  distribution 
to  faculty  members?  ’This  is  a  good  time 
to  have  it  done. 


The  actual  clearing  of  your  desk  will 
vary  with  the  type  of  school  or  office 
Although  you  may  not  have  to  go  thru 
all  the  steps  mentioned,  they  may  sug¬ 
gest  ideas  for  handling  your  particular 
“desk  clearing.” 


Oh,  yes,  don’t  forget  to  leave  your 
address! 


With  your  desk  clear  you  can  now 
relax  and  have  a  care  free  vacation.  Have 
a  good  time! 


NAES  Member 
Reports  on  NEA 
Regional  Conference 


Mrs.  Grace  L.  Mackie,  of  Portland,  Ore¬ 
gon,  attended  the  Regional  Conference  on 
Instruction,  sponsored  by  the  NEA,  the 
Oregon  Education  Association,  and  the 
Washington  Education  Association,  in 
Portland  on  February  19-22,  1958, 


Topics  discussed  included  “Today’s  Chal¬ 
lenge  —  (jrood  Teaching  for  ALL  Chil¬ 
dren,”  by  Lyle  W.  Ashby;  “Tools  of  the 
Profession  for  ‘Good  Teaching  of  ALL 
Children’,”  by  Helen  Heffeman. 


Small  group  discussions  and  skill  prac¬ 
tice  sessions  were  important  parts  of  this 
Conference. 


yjkKj 
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Procedural  Workshops 


by 

BETTYE  R.  WELLS 

Chief  Clerk  (Training),  Peraonnel  DirUion 
Lot  Angele*  City  School  District* 
Associate  Editor,  NES 
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This  is  the  final  article  in  the  series  on 
in-service  framing. 

Participants  in  the  1956  National  work¬ 
shop  at  UCLA  were  so  enthusiastic  about 
their  summer  experience  that  they  re¬ 
quested  further  opportunity  to  exchange 
ideas  for  improvement  in  service.  This 
lead  to  organization  of  the  following  pro¬ 
gram. 

Following  the  success  of  an  experimen¬ 
tal  program  last  year,  two  different  groups 
of  secondary  school  secretaries  are  now 
meeting  once  a  month  to  discuss  methods 
and  procedures.  The  groups  selected  the 
following  topics  for  study:  teaching  per¬ 
sonnel  regulations  and  procedures;  bud¬ 
geting  and  requisitioning  supplies;  plan¬ 
ning,  scheduling,  simplifying  work,  use  of 
forms  and  shortcuts;  supervision,  including 
distribution  of  clerical  time,  delegation  of 
duties,  performance  reports  and  standards. 
Tours  of  the  central  offices  provided  the 
secretaries  an  opportunity  to  see  the  fa¬ 
cilities  and  meet  the  iieople  with  whom 
frequent  telephone  conversations  are  held. 

Since  the  position  of  Secondary  School 
Secretary  is  one  attained  through  promo¬ 
tional  examination,  all  members  of  the 
groups  have  considerable  experience  in 
the  district,  and  do  not  need  instruction 
in  making  out  various  reports.  Explicit 
directions  are  issued  for  the  completion 
and  filing  of  reports,  but  within  each 
school  the  method  of  collecting  data  and 
maintaining  records  varies  considerably. 
Exchange  of  ideas  and  comparison  of 
methods  used  in  the  schools  are  the  ob¬ 
jectives  of  these  meetings. 

For  example,  clerical  positions  are  as¬ 
signed  to  ^e  schools  on  the  basis  of 


enrollment.  One  interesting  session  was 
devoted  to  discussing  the  distribution  of 
clerical  time  within  the  schools.  “Buzz 
groups”  were  formed,  with  members  in 
each  group  from  the  same  type  of  school 
(junior,  senior,  or  “special”  high)  and 
having  the  same  number  of  clerks.  There 
seemed  as  many  ways  of  dividing  the 
available  time  as  there  were  members  of 
each  group! 

A  similar  situation  exists  in  the  matter 
of  funds  for  instructional  supplies.  Again, 
school  enrollments  are  the  basis  for  ap¬ 
portioning  funds  to  the  schools,  but  how 
the  total  allowed  each  school  is  allocated 
to  departments  varies  from  school  to 
school.  In  this  case  the  secretaries  pro¬ 
vided  the  leader,  in  advance,  information 
regarding  percentages  allowed  each  de¬ 
partment.  These  were  compiled  into  charts 
which  were  distributed  and  discussed  at 
one  meeting.  There  were  also  interesting 
comparisons  of  effort  involved,  depart¬ 
mental  morale,  “deadwood”  in  supply 
cupboards,  etc.  between  secretaries  using 
a  specific  allowance  plan  and  those  few 
in  schools  where  departments  are  permit¬ 
ted  to  order  on  a  basis  of  need.  At  this 
meeting  the  supply  Standardization  Coor¬ 
dinator  brought  information  about  stand¬ 
ardization  and  procurement  problems, 
what  to  do  about  unsatisfactory  items,  and 
the  very  good  news  that  a  new  supply 
list  is  to  include  many  additional  and 
long-desired  items  for  office  use. 

At  the  meeting  on  personnel  regulations 
for  teachers,  the  Director  and  the  Coor¬ 
dinator  of  assignments  described  various 
central  office  procedures  and  gave  answers 
to  many  questions.  As  one  secretary  re¬ 
marked,  “They  explained  away  most  of 
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my  irritations.”  These  explanations  were 
followed  by  group  discussion  of  how 
classes  of  absent  teachers  are  “covered” 
until  substitutes  arrive,  what  information 
is  provided  for  the  substitutes,  what  types 
of  records  are  kept  on  school  employees 
(“official”  personnel  records  are  kept  in 
the  central  office),  and  related  problems. 
Samples  of  bulletins  for  substitutes  and 
local  school  forms  were  exchanged.  At 
later  meetings  it  was  reported  that  many 
of  the  ideas  gained  from  the  exchange 
had  been  put  into  use  in  other  schools. 

A  similar  series  of  meetings  is  also  in 
progress  for  the  Evening  School  Sec¬ 
retaries.  This  series  is  shorter  and  has 
somewhat  different  emphases,  because  of 
different  working  conditions  and  responsi¬ 
bilities.  Of  particular  interest  to  this  group 
was  the  distribution  and  discussion  of 
“class  descriptions”  for  their  own  jobs 
and  those  of  the  clerks  they  supervise. 
These  are  the  official  statements  of  auth¬ 
orized  duties  for  the  “class”  (not  the 
individual  position)  and  are  very  im¬ 
portant  in  connection  with  determining 
salaries. 


Of  a  different  type  were  the  series  given 
for  several  years  for  clerks  in  the  ele¬ 
mentary  schools.  Until  recently,  new  em¬ 
ployees  might  be  assigned  to  these  schools 
without  previous  experience  in  the  dis¬ 
trict.  Therefore,  instructional  lectures  and 
demonstrations  were  scheduled.  Separate 
meetings  were  held  on  these  subjects: 
timesheet  and  payroll  records,  pupil  at¬ 
tendance  records  and  reports,  student  body 
finance  policies  and  procedures,  health  and 
first  aid  regulations  and  practices,  use  and 
care  of  duplicating  machines,  supply  re¬ 
quisitions  and  distribution.  So  far  as  pos¬ 
sible,  information  about  reports  was  pre¬ 
sented  just  before  the  particular  report 
had  to  be  prepared.  One  or  more  repre¬ 
sentatives  of  the  office  to  receive  the 
report  gave  the  detailed  information. 

All  of  the  above  meetings  are  held  dur¬ 
ing  working  hours,  with  attendance  at 
the  direction  of  the  principtal.  Mileage  re¬ 
imbursement  is  provided  for  those  who 
have  an  added  travel  expense  in  attending 
the  meetings.  All  arrangements  for  such 
activities  are  made  by  the  Chief  Clerk 
(Continued  on  Page  48) 
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Nancy  and  the  Kaleidoscope 

by 

ROSALIE  KOLLARICH 
Ataociate  Editor  NES 

THE  VIEW  IN  MICHIGAN 

NO,  NANCY  is  not  playing  with  children’s  toys.  Nancy  is  a  mature  secretary  inter¬ 
ested  in  professional  advancement.  And  every  year  in  various  parts  of  the  country, 
career-conscious  Nancies  have  the  opportunity  to  peer  through  the  gigantic  kaleido¬ 
scope  of  the  educational  and  cultural  world  and  to  view  this  world  from  many  angles 
in  order  to  gain  deepened  perspective  and  broadened  horizons. 

This  year,  from  July  21  to  25,  at  Michigan  State  University  in  East  Lansing,  Michigan, 
the  Institute  for  Educational  Secretaries  offers  “A  Kaleidoscopic  View  of  Today’s 
World — Its  Problems  and  Progress.”  If  you  have  not  received  a  folder,  write  to  Miss 
Loraine  Parker,  Institute  for  Educational  Secretaries,  3006  Hill,  Grand  Blanc,  Michi¬ 
gan.  You  will  find  listed  there  such  intriguing  subjects  as  Understanding  People — 
Especially  Pupils;  Management  of  One’s  Personal  Business  Affairs;  Audio  Visual  Aids; 
Leadership  Development,  Public  Speaking  for  the  Secretary,  Contemporary  Problems 
and  Progress,  and  others. 

The  Institute  opens  with  supper  Sunday,  July  20,  Vespers  and  a  get-acquainted 
program.  The  Monday  program  is  as  follows: 

7  a.m. — Breakfast 

8  a.m. — Registration 

9  a.m. — General  Session 

9:30,  10:30— Classes 

11: 30 — Lunch 

1:30  and  2:30 — Classes 

The  schedule  for  each  day  thereafter  is: 

7  a.m. — Breakfast 
8  and  9  a.m. — Classes 
10  ajn. — Coffee  Break 
10:30  a.m. — Class 
11: 30  - 1: 30  p.m. — Lunch 
2:30  p.m. — Class 

After  3:30  each  day  there  will  be  free  time  for  tennis,  golf,  shopping,  swimming, 
picnicking  and  sightseeing.  Evenings  there  will  be  an  informal  entertainment,  buffet 
supper,  a  banquet,  and  summer  theater. 
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The  cost  is  as  follows: 

Registration  jee  (NAES)  . $  2 JIO 

Institute  fee  . 20M 

Housing  in  Phillips  Hall  (5  nights)  .  IIDO 

All  meals  (except  4  special  events)  .  13D3 

Total  . S46J)3 

The  special  events  (optional)  include: 

Buffet  Supper  Sunday  evening,  July  20  . $  2M 

Picnic  supper,  theater,  bus  trip  .  525 

Banquet,  Thursday,  July  24  .  3.75 

Farewell  Tea,  July  25  .  150 

$1250 

Where  else  can  one  pack  so  much  into  five  days  for  so  little  cost?  This  kaleidoscope 
is  worth  viewing.  Remember  to  write  Lorraine  Parker  (see  above)  for  your  brochure 
and  registration  blanks. 

A  PEEK  AT  THE 
NATIONAL  CONVENTION 

The  24th  Annual  Convention  of  NAES,  to  be  held  at  the  University  of  Colorado, 
Boulder,  Friday,  July  11  to  Sunday,  July  13,  comes  into  focus  in  our  kaleidoscope. 
We  see  secretaries  registering  in  Libby  Hall  at  5  p.m.  and  by  8:00  p.m.  everyone  is 
gathered  for  the  President’s  reception  in  the  Central  Ball  Room  of  Libby  Hall.  It’s  a 
gay  occasion  and  there  is  great  excitement  over  meeting  new  friends,  greeting  old 
friends  and  seeing  the  parade  of  Nancy’s  Cousins. 

At  8:00  a.m.  Saturday  morning  the  convention  opens  with  a  general  session.  The 
Advisory  Council  made  up  of  delegates  from  all  affiliated  associations  meets  at  10:00 
a.m.  The  annual  business  meeting  of  NAES  members  will  be  at  1:30  p.m.  The  principal 
speaker  at  the  convention  banquet  at  6:30  p.m.  Saturday  will  be  Mr.  Ray  Mertes. 
&hool  and  College  Superintendent,  United  Air  Lines,  Chicago,  Illinois,  who  will 
speak  on  “Horizons  Unlimited.”  This  is  the  occasion  also  when  Professional  Standards 
Certificates  will  be  awarded  by  the  chairman,  Mrs.  Martha  Luck.  The  convention  will 
close  with  an  all  day  trip  to  Estes  Park  starting  at  10:00  a.m.  Sunday  morning,  foU 
lowing  the  morning  worship. 

Membership  in  NAES  is  your  admission  ticket  to  the  annual  Business  Meeting.  Are 
your  dues  paid? 


NOW  A  VIEW  OF  BOULDER 

Here  in  Boulder,  at  the  University  of  Colorado,  the  picture  is  ever  changing  during 
two  weeks  of  “Living  and  Learning.”  Looking  through  our  kaleidoscope,  we  see 
Nancies  from  many  states  taking  part  in  Vespers  at  5:30  p.m.  on  Sunday,  July  6, 
registering,  and  meeting  friends  at  the  Western  Style  open  house. 

MONDAY  -  FRIDAY,  JULY  7-1 1 

Nancies  striving  for  self-improvement  and  eager  to  earn  credits  for  the  Professional 
Standards  Certificate  will  follow  this  Institute  Schedule: 

7:00  a.m. — Breakfast 
8:00  a.m. — General  Session 

(for  speakers  and  topics  refer  to  page  27  of 
February  1958  issue  of  this  magazine) 

9:00  a.m. — Coffee  Break 
9:30  a.m. — Credit  Classes: 

Group  Dynamics 
Principles  of  Office  Management 
Administration  Procedure 
English  Refresher 
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11:00  a.m. — Study  and  Discussion  period,  followed  by  lunch 
1:30  p.m. — Credit  Classes: 

Human  and  Public  Relations 
School  Publications 
Principles  of  Personnel  Management 
Philosophy  of  Public  Education 
3:00  p.m. — Library  Hour 

MONDAY  •  FRIDAY,  JULY  14-18 

Now  turn  the  kaleidoscope  again  and  see  what  shows  for  the  week  of  July  14  through 
18.  The  time  schedule  is  the  same  as  in  the  preceding  week.  In  addition  to  the  credit 
classes  at  9:30  a.m.  and  at  1:30  p.m.  there  will  be: 

9:30  a.m. — Non-credit,  or  adult  learning  classes: 

Shorthand  Refresher 
Improve  Your  Reading 
Lady  be  Fit 

The  Working  Homemaker 
11:00  a.m. — Typing  Techniques 
1:30  p.m. — Non-credit,  or  adult  learning  classes: 

Colorado  Travel  Lore 

Conference  Techniques  i 

Personal  Finances 
Public  Speaking 
3:00  p.m. — Library  Period 


31 


From  4  o’clock  on,  time  will  be  free  for  recreation,  and  the  choice  is  practically 
unlimited.  Here  in  these  western  hills,  husbands  who  accompany  their  wives  will  have 
no  trouble  entertaining  themselves  while  their  wives  attend  classes  (Yes,  the  Univer¬ 
sity  facilities  in  Libby  Hall  make  it  possible  for  secretaries  to  bring  their  husbands 
and  children  if  any!)  This  is  a  wonderful  vacation  area  offering  many  opportunities 
for  pleasant  outings  and  mountain  trips.  Irene  Londen  writes:  “Bring  the  usual  clothing, 
plus  slacks  or  jeans  for  mountain  climbing;  and  always  a  wrap  at  night.  I  would 
stress  comfortable  shoes  for  all  of  our  outings,  except  those  that  will  indicate  more 
formal  clothes.  For  mountain  trips  it  is  always  necessary  to  have  some  warm  clothing.” 
Among  the  planned  recreation  there  will  be  a  steak  fry  in  the  mountains,  a  trip  to 
Central  City  to  attend  the  opera,  dinner  at  the  Teller  House,  and  a  trip  to  Red  Rocks 
to  attend  the  concert.  What  an  exciting  picture  this  kaleidoscope  shows! 


The  costs  are  as  follows: 

Tuition  fee,  for  two  weeks,  credit  or  non-credit . $30.00 

Tuition  fee,  for  one  week,  credit  or  non-credit .  20.00 

Board  and  Room,  two  weeks, 

double  room,  per  person . 65.00 

single  room,  per  person  .  85.00 

Board  and  room  for  less  than  a  week — per  day  .  7.00 


There  will  bo  additional  expenses  in  connection  with  various  tours,  which  of  course, 
are  optional. 

If  you  do  not  receive  a  brochure  in  the  mail,  write  for  registration  blanks  to  Miss 
Avon  Bristow,  Extension  Division,  University  of  Colorado,  Boulder,  or  the  Institute 
Chairman,  Mrs.  Irene  Londen,  University  of  Colorado,  Boulder.  You  can’t  afford  to 
miss  this  Institute. 


A  LOOK  AT  TEXAS 
•»y 

HELEN  BECHTEL 
Corpus  Christ!,  Texas 

Y’ALL  come  ...  to  Austin,  Texas,  this  next  summer  and  spend  one  of  the  most 
inspirational  and  educational  weeks  that  you  have  ever  had.  We  are  speak¬ 
ing  of  our  One-Week  Work  Conference  for  Educational  Secretaries,  July  21-25,  1958, 
which  is  offered  by  the  University  of  Texas,  and  jointly  sponsored  by  the  National 
Association  of  Educational  Secretaries,  the  Texas  Association  of  School  Administrators 
and  the  Texas  Educational  Secretaries  Association. 

And  to  make  things  more  exciting  for  all,  Mrs.  Marion  Wood,  Educational  Consultant 
for  IBM  in  New  York  City,  will  be  with  us  for  three  full  days.  TESA  members  in 
Texas  have  adopted  Marion  as  their  very  own,  and  are  delighted  to  have  her  back 
for  her  third  appearance  during  a  work  conference.  All  classes  will  be  held  in  the 
air-conditioned  Driskill  Hotel  with  the  exception  of  Tuesday,  July  22,  which  has  been 
proclaimed  “Secretary’s  Day’’  at  Texas  Education  Agency  by  Dr.  J.  W.  Edgar,  State 
Commissioner  of  Eklucation. 

Our  week  will  open  with  an  open  house  and  get-together  during  registration  Sunday 
evening,  July  20th.  On  Monday,  we  will  have  several  administrators  from  over  the 
state  as  consultants  and  guest  speakers.  That  evening,  we  honor  them  with  our  annual 
boat  trip  and  dinner  at  Green  Shores.  This  is  always  the  highlight  of  our  social 
events.  The  Austin  girls  are  working  very  hard  on  a  style  show  luncheon  and  other 
social  activities. 

The  Joint  Planning  Committee  (three  from  TASA  and  three  from  TESA)  is  com¬ 
posed  of 

Dr.  Morgan  Evans,  Superintendent  of  Schools,  Galveston,  Texas 

Dr.  Dwight  Kirk,  Superintendent  of  Schools,  Odessa,  Texas 

Dr.  George  Wentz,  Superintendent  of  County  Schools,  San  Marcos,  Texas 

Mrs.  Viola  Lee,  Austin 

Mrs.  Jane  Fuller  Vineyard,  Sherman 

Mrs.  Helen  J.  Bechtel,  Corpus  Christ! 
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This  committee  works  closely  with  Mr.  H.  F.  Alves,  Professor,  College  of  Education, 
University  of  Texas,  who  serves  as  coordinator,  in  planning  the  week’s  program.  This 
year  a  new  pattern  for  subject-area  discussion  groups  will  be  tried.  A  person  will 
choose  four  subject  areas  and  will  attend  the  same  groups  two  days  in  succession, 
giving  her  a  total  of  three  and  one-half  hours  with  the  same  consultant. 

We  would  love  for  y’all  to  come  our  way  and  enjoy  a  little  Texas  hospitality  and 
fellowship,  along  with  the  great  abundance  of  knowledge  to  be  gained  during  the 
week.  May  we  look  forward  to  having  you  in  Austin  this  next  siunmer? 

If  you  would  like  more  information,  just  drop  a  note  to  Mrs.  Helen  J.  Bechtel,  Box 
no,  Corpus  Christi,  Texas,  and  a  brochure  for  the  work  conference  will  be  sent  to  you. 


SANTA  BARBARA  REGIONAL  GONFERENGE 

a*  sern  by  Virginia  Mathony 
fFhillier  School  of  Adult  Education 

Another  very  successful  and  inspiring  conference  came  to  a  close  on  February  23 
and  proved  again  that  secretaries  are  very  efficient  people  who  are  eager  to  learn 
more  about  how  they  can  become  more  efficient,  and  that  “Service  is  the  Key  to  the 
Future.” 

Veda  Daly  and  the  Norwalk  Scribes  had  charge  of  registration  while  Pearl  Chase 
and  her  committee  of  Santa  Barbara  Girls  arranged  a  gala  tour  to  a  lemon  association 
and  to  Dos  Pueblos  Ranch  on  Friday  afternoon.  The  day  was  climaxed  by  a  perform¬ 
ance  of  Diane’s  Aquastars  in  the  Hotel  Mar  Monte  Pool,  and  Open  House  arranged 
by  Mary  Gostlin  and  the  Los  Angeles  County  group  with  Dorts  McDonald,  Santa 
Barbara,  as  co-chairman. 

On  Saturday  morning  the  275  delegates  representing  eight  states  were  greeted  by 
the  Mayor  of  Santa  Barbara,  Mr.  Floyd  O.  Bohnett;  Mr.  C.  E.  Sobine,  President  of 
the  Santa  Barbara  Board  of  Education,  and  Hal  D.  Caywood,  Superintendent  of  the 
Santa  Barbara  City  Schools.  Dr.  Norman  Scharer  gave  the  keynote  address,  the  text 
of  which  is  printed  in  this  magazine. 

The  California  State  Association  held  a  business  meeting  following  the  General 
Session,  and  at  the  same  time,  Bettye  Wells  was  chairman  of  a  panel  discussion  on  the 
Clerical  Load  of  the  Classroom  Teacher,  its  purpose  being  to  find  ways  to  aid  the 
teacher  with  clerical  and  record  keeping  jobs  that  take  his  time  from  teaching. 


Dr.  Norman  B.  Scharer,  Suparinfandant  of  tha 
Santa  Barbara  Schools,  qava  tha  kaynota  ad- 
drats  at  tha  Saturday  morninq  sassion.  Tha 
dark-hairad  girl  is  his  sacratary  and  was  Gan- 
•ral  Chairman  of  tha  Confaranca,  Glaaola  Brun. 
Annatta  Uahling,  ratiring  prasidant  of  tha  Cali¬ 
fornia  Association  is  sitting  naxt  to  Glaaola. 


Tha  thama  of  tha  Confaranca  was  "Sarvica — 
tha  Kay  to  tha  Futura."  This  was  a  huga  gold 
kay  and  gold  lattars  on  tha  graan  valvat  drapas 
in  tha  vary  larga  lobby  of  tha  Mar  Monta  Hotal. 
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At  the  in-service  workshops  held  in  the  afternoon,  Mr.  Julien  Hathaway,  chief  civil 
deputy.  Office  of  the  District  Attorney,  Ventury  County,  led  a  discussion  on  the 
Education  Code;  a  very  lively  discussion  on  Human  Relations  and  Public  Relations 
was  led  by  Richard  Clowes,  Superintendent,  Oxnard  Elementary  Schools;  and  Dorothy 
Jean  Bayne,  San  Diego  Unified  Schools  Personnel  Department,  led  a  discussion  on 
Employee  Training. 

Paul  Veblem,  Assistant  Elditor  of  the  Santa  Barbara  Press,  was  the  speaker  at  the 
banquet  Saturday  evening  and  spoke  on  “The  Newspaper  as  a  Community  Service.” 
Jack  Robinson,  Superintendent  of  Paramount  Unified  School  District  installed  the 
new  officers  of  the  California  Association  of  Educational  Office  Employees,  Mrs.  Helen 
Fenner  being  the  new  president. 

At  the  breakfast  Sunday  morning  Dr.  Charlotte  D.  Elmott,  Research  Director, 
California  Committee  on  The  Older  Girl  and  the  Law,  spoke  on  “Women  Among  Men,” 
presenting  many  challenging  ideas. 

The  states  represented  at  the  Santa  Barbara  Regional  Conference  were:  Denver, 
Arizona,  Iowa,  Utah,  Oregon,  Michigan,  Arkansas,  and  California.  Mrs.  Gleeola  Brun, 
Chairman  of  the  conference  and  her  co-workers  deserve  a  special  vote  of  thanks  for 
the  wonderful  job  they  did  in  arranging  this  conference. 


WHAT  WE  SAW  IN  MILWAUKEE 


The  City  of  Champions,  the  Home  of  the  Braves,  proved  to  be  not  only  famous 
but  friendly  as  well  when  it  was  host  to  the  NAES  Regional  Conference  on  April 
11,  12  and  13.  From  the  moment  the  delegates  arrived  on  Friday  until  they  said  fare¬ 
well  on  Sunday,  the  Wisconsin  secretaries  did  their  best  to  make  this  an  outstanding 
event  in  the  history  of  the  Association. 

At  the  Open  House  on  Friday  night  the  Wauwatosa  secretaries  were  the  gracious 
hostesses  who  heli>ed  to  make  everyone  feel  at  home. 

Saturday’s  program  gave  the  secretaries  an  opportunity  to  hear  excellent  speakers 
on  varied  subjects,  among  them:  “Human  Relations — Everyone’s  Interest”  presented 
by  Mr.  Les  Falk,  Sales  Manager,  Milwaukee  Dustless  Brush  Company;  “Factors  of 
Professional  Growth”  by  Mr.  Harold  Vincent,  Superintendent,  Milwaukee  Public 
Schools,  and  “As  We  View  the  Educational  Secretary”  presented  by  an  imposing  panel 
of  educators  which  included:  Mr.  E.  G.  Bumkrant,  Superintendent  Wauwatosa  Public 
Schools;  Mr.  Peter  Brem,  President,  Elementary  School  Principals  Association  and 
Principal  of  Luther  Burbank  School;  Mr.  Oliver  Wergin,  Principal  of  North  Division 
High  School;  Miss  Hilda  Guenther,  Supervisor,  Department  of  Municipal  Recreation 
and  Adult  Education;  Mrs.  Evelyn  Pfeiffer,  member  of  Board  of  School  Directors,  all 
of  Milwaukee,  and  Miss  Marian  Sleigh,  Head  of  Business  and  Eklucational  Department, 
West  Allis. 

The  final  session  of  the  Regional  Conference  at  Milwaukee  was  held  on  Sunday 
morning  at  the  John  Ernst  Cafe,  with  the  Wisconsin  Educational  Secretaries  acting 
as  hostesses,  and  the  speaker  being  Mr.  Lynn  C.  Surles,  speech  consultant  and  instructor 
in  the  Evening  Division  at  Marquette  University. 

Some  of  the  girls  felt  that  the  visit  to  Milwaukee  would  not  be  complete  without  a 
tour  of  the  city,  while  others  decided  that  they  could  not  pass  up  the  opportunity  to 
see  the  Milwaukee  Braves  play  an  exhibition  game  on  Sunday  afternoon. 

To  Betty  Zimmerman,  the  Conference  Chairman,  and  her  excellent  team  of  co-workers 
go  the  sincere  thanks  of  the  conference  participants  for  the  effort  that  the  Wisconsin 
Secretaries  made  to  prove  that  “Pride  Promotes  Professional  Growth.” 
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SOUTHWEST  REGION 

(Arizona,  California,  Colorado,  NoTada,  New  Mexico,  Utah) 


Mia*  Virginia  Mathony,  Reporter 
633H  East  Short  Street 
Whittier,  California 


CALIFORNIA 

Lot  Angeles  County  Aaaociation  of 
Educational  Office  Employees 

Approximately  140  members  and  guests 
attended  the  installation  luncheon  on  Jan¬ 
uary  25  at  the  Towne  House  in  Los  An¬ 
geles.  Kathryn  Berry,  President  of  the 
Little  Lake  School  District  installed  the 
officers. 

“Advancement  through  Professional 
Growth”  was  adopted  by  the  Executive 
Board  as  the  1958  theme.  The  first  in  a 
series  of  related  meetings  was  held  in 
March  at  the  Covina  Elementary  School. 
Mr.  Arthur  Bomstein  of  the  Bomstein 
School  of  Memory  spoke  on  ‘Train  Your 
Memory.” 

Step  number  one  in  training  your  mem¬ 
ory,  according  to  Mr.  Bomstein  is  to  have 
a  positive  attitude  and  want  to  have  a 
good  memory.  Cramming  is  not  a  good 
way  to  learn.  It  places  a  tension  on  the 


brain  and  “placing  a  tension  on  the  brain, 
forcing  it  to  accept  facts  under  stress, 
places  it  under  the  same  tension  when 
asking  it  to  reveal  the  facts  later,”  says 
Mr.  Bomstein. 

The  January  traditional  May  Breakfast 
will  be  held  on  May  25  at  tihe  Beverly 
Hilton  Hotel  in  Los  Angeles. 

Pasadena  Association  of 
School  Secretaries 

The  third  and  final  dinner  meeting  of 
the  year  was  held  in  March.  Dr.  George 
Feinstein  spoke  on  drama. 

The  April  meeting  featured  Leo  Bus- 
caglia  who  spoke  on  “Go  South,  Young 
Lady,”  an  interesting  travel  talk  about 
Mexico. 

On  June  14,  the  Twenty-Second  Annual 
Banquet  and  Installation  of  officers  will 
be  held.  The  speaker  will  be  the  Reverend 
Bob  Richards,  Olympic  pole  vaulting  star 
and  minister. 
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San  Mateo  County 
Educational  Office  Employees 

This  group,  writes  Rita  Boe,  has  a 
Standards  Committee  that  has  been  hard 
at  work  preparing  a  “description  of  posi¬ 
tions  and  standards  of  performance  for 
educational  office  employees.”  Repre¬ 
sentatives  from  professional  organiza¬ 
tions  have  been  very  helpful  and  through 
working  together  have  developed  stand¬ 
ards  which  are  acceptable  to  employers 
and  employees.  It  is  the  goal  of  this  group 
to  have  the  professional  standards  that  re¬ 
sult  from  their  study  adopted  by  every 
school  district  in  San  Mateo  County. 
Gloria  Kerwin  of  Los  Lomitas  School  Dis¬ 
trict  is  Chairman  of  the  Committee.  Keep 
us  informed,  Rita,  as  the  plans  proceed. 
This  is  a  big  undertaking  and  one  that 
will  reach  far. 

Colorado  Clerk*  and 
Secretaries  Association 

The  book  The  Happiest  Millionnaire 
was  reviewed  at  the  C.  A.  E.  S.  lunch¬ 
eon  on  April  26.  The  Annual  Spring 
Luncheon  will  be  held  on  May  3,  1958. 


The  Clark  County  Educational  Secre¬ 
taries  Association  were  honored  to  have 
our  President,  Corrine  Messinger;  Execu¬ 
tive  Board  member,  Shirley  Yetter;  and 
Third  Vice  President,  Gertrude  Johnson 
visit  them  in  Las  Vegas  on  their  way  to 
the  Santa  Barbara  Conference  last  Feb¬ 
ruary.  “Now  we  feel  a  warm  bond  of 
friendship  uniting  us,”  says  Louella  Louke, 
President  of  the  group. 

ARIZONA 

The  Arizona  Educational  Secretaries  met 
for  a  joint  meeting  in  March  with  the  Ari¬ 
zona  Business  Educators  at  Arizona  State 
at  Tempe,  for  a  luncheon.  Mr.  Harry 
Christiansen,  educational  director  of  the 
Royal-McBee  Company  spoke  on  “The 
History  of  the  Typewriter.” 

The  spring  luncheon  of  the  group  was 
held  at  the  Paradise  Valley  Racquet  Club 
on  April  19.  Mrs.  Eloise  Duff  is  president 
of  the  state  group. 

With  40  National  members,  two  dele¬ 
gates  will  be  sent  to  the  Convention  at 
Boulder. 


NORTH  CENTRAL  REGION 

(Illinois,  Indiana,  Iowa,  Michigan,  Minnesota,  Ohio,  North  Dakota,  South  Dakota, 

and  Wisconsin) 


Mrs.  Mary  Ellen  Dettweiler,  Reporter 
Roosevelt  School 
215  East  Indiana  Avenue 
Elkhart,  Indiana 


Illinois  Association  of 
Educational  Secretaries 

The  Illinois  Association  of  Educational 
Secretaries  held  its  annual  Spring  Con¬ 
ference  on  the  campus  of  Illinois  State 
Normal  University  on  Friday  and  Satur¬ 
day,  April  25-26. 

“Around  the  World  in  80  Minutes”  was 
the  theme  of  the  Conference,  which  in¬ 
cluded  the  showing  of  a  film  on  better 


typing,  demonstrations  of  office  machines, 
and  a  tour  of  the  university  campus.  The 
speaker  at  the  banquet  Friday  evening 
was  Dr.  Arthur  W.  Watterson,  head  of  the 
geology  department  of  ISNU;  and  the 
Conference  closed  with  a  luncheon  Satur¬ 
day  with  Mr.  H.  Clay  Tate,  editor  of  The 
Daily  Pantagraph,  as  the  speager. 

Mrs.  Florence  Ritchie  and  Miss  Dorothy 
Heinecke  of  Normal  were  co-Chairmen, 
and  Mrs.  Dorothy  King,  Mrs.  Hilda  Efford, 
Mrs.  Oressa  McQueen,  and  Mrs.  Meryle 
Parker  serving  on  the  committee. 


Danville  Aaaociation 

Members  of  the  Danville  Association  of 
Educational  Secretaries  entertained  their 
respective  bosses  at  their  third  “Bosses 
Night  Dinner”  at  Daniel  School. 

Introductions  were  made  by  the  sec¬ 
retaries.  The  association  was  formed  in 
May  1954  with  18  secretaries  and  has 
grown  until  this  year  there  are  26  mem¬ 
bers. 

As  a  part  of  the  table  decorations  each 
person  ^at  attended  the  dinner  was  given 
a  “loot  bag”  which  contained  pencils, 
pads,  back-seat  driver’s  license,  small 
strips  of  paper  for  narrow-minded  people 
and  a  little  slogan,  “Always  plan  ahead.” 

INDIANA 

Evansville  Association 

The  last  meeting  of  this  school  year  will 
be  held  on  April  17  at  Lodge  School.  After 
refreshments  are  served,  a  business  meet¬ 
ing  and  election  of  the  1958-59  officers  will 
be  held. 

The  Secretaries  will  entertain  their 
bosses  at  the  Annual  Bosses’  Night  on 
May  5,  1958.  Plans  are  being  made  for  a 
dinner  and  program  by  the  chairman, 
Doris  Allen,  and  her  committee. 

Indiana  Association  of 
Educationid  Secretaries 

A  conference  for  Indiana  Educational 
Secretaries  was  held  at  Indiana  University 
on  April  21-22.  Secretaries  working  in 
elementary  schools,  junior  high  schools, 
high  schools  and  colleges  attended  this 
conference.  The  meeting  was  sponsored 
jointly  by  the  Indiana  Association  and 
Indiana  University.  The  theme  for  the 
conference  was  “A  Better  Understanding 
of  Office  Management.”  In  no  small  meas¬ 
ure,  the  secretary  in  many  school  of¬ 
fices  is  an  “office  manager.”  She  has 
responsibility  for  the  smooth  functioning 
of  the  office,  particularly  that  aspect  of 
the  work  which  may  be  classified  as  the 
business  function.  Suitable  files  and  rec¬ 
ords  must  be  kept,  efficient  procedures 
and  methods  developed  for  all  types  of  of¬ 
fice  work,  the  work  of  lesser  office  em¬ 
ployees  must  be  supervised,  appropriate 
equipment  must  be  selected  and  the  ar¬ 
rangement  made  for  the  maximum  use. 

In  developing  the  theme.  Superintend¬ 
ent  Brock  of  the  Bloomington  Metro¬ 


politan  Schools  brought  into  bold  relief  the 
major  problems  encountered  in  the  man¬ 
agement  of  a  school  office.  Members  of 
the  Indiana  University  Department  of 
Business  Education  faculty  discussed 
basics  of  office  management  which  are 
helpful  to  any  educational  secretary  in 
identifying  major  problems  in  her  office 
and  in  helping  her  solve  some  of  those 
problems. 

Key  personnel  participated  in  work  ses¬ 
sions  on  Tuesday.  Mrs.  Audrey  Russell, 
Elkhart  public  schools,  discussed  “Pupil 
Personnel — Records,  Procedures  and  Prac¬ 
tices”;  Mr.  Otto  Jensen,  State  Board  of 
Accounts,  discussed  “Financial  Records 
and  Reports”;  Dr.  Christian  Jung,  In¬ 
diana  University  School  of  Education,  dis¬ 
cussed  “School-Parent  Relations  As  They 
Pertain  to  Elementary  Schools”;  and  Mr. 
Loren  Waltz,  Indiana  University  School  of 
Business  had  a  work  session  on  “Time 
Savers  in  the  School  Office.” 

A  social  evening,  with  entertainment, 
an  inspirational  address  by  Dr.  Elvin 
Eyster,  Chairman  of  the  Department  of 
Business  Education  of  Indiana  University, 
and  the  wonderful  opportunity  to  get  bet¬ 
ter  acquainted  with  other  secretaries, 
made  this  conference  one  of  the  best. 

Southern  Indiana  in  the  springtime  is 
hard  to  resist.  The  trees  are  budded,  cro¬ 
cuses  are  putting  forth  their  most  de¬ 
termined  effort  to  burst  forth  in  bloom. 

The  Membership  Committee  reported 
that  there  are  307  members  for  this  year, 
which  includes  69  new  members.  Indiana 
has  63  members  in  NAES  which  gives  the 
group  three  representatives  to  the  Ad¬ 
visory  Council. 

IOWA 

Waterloo  Association 

The  Waterloo  Association  of  Education¬ 
al  Secretaries  have  planned  a  big  meeting 
for  April  21,  which  will  be  their  Boss 
Night. 

The  best  part  of  the  whole  affair  will 
be  their  speaker,  which  will  be  Martha 
Luck.  The  group  is  thrilled  that  they  will 
be  able  to  have  her  for  this  meeting.  The 
Cedar  Falls  Secretaries  and  their  bosses 
have  been  invited  to  attend  this  meeting. 
Vivian  Pines,  Vice-President  of  the  Water¬ 
loo  group  has  planned  many  of  their  fine 
programs. 


Iowa  Atsociation  of 
E<lucational  Secretaries 

Spring  in  Iowa  is  a  beautiful  thing — 
and  it  makes  all  industrious,  snowed>in 
school  secretaries  yearn  to  get  out  of 
doors.  This  is  the  logical  time  for  district 
meetings  and  plans  for  two  such  meetings 
are  now  in  the  making. 

Storm  Lake,  in  the  northwest  section 
of  the  state,  will  be  hostess  to  a  meeting 
on  Saturday,  April  19.  Mrs.  Olive  Yocum, 
Secretary  to  the  Superintendent  and  to 
the  Board  of  Education,  is  chairman  of 
the  committee  planning  the  meeting.  In¬ 
vitations  have  been  sent  to  all  state  mem¬ 
bers  as  well  as  to  all  potential  members 
in  that  part  of  the  state.  Buena  Vista  Col¬ 
lege  will  be  the  scene  of  the  meeting, 
where  Mrs.  Ines  Hoffman,  our  state  sec¬ 
retary,  is  secretary  to  the  Dean  of  the 
College.  The  morning  program  will  intro¬ 
duce  us  to  some  of  the  Storm  Lake  bosses, 
with  a  panel  discussion  “The  Boss  Speaks.” 
They  will  also  tour  new  Swope  Hall  at  the 
College. 

On  May  17  our  attention  will  turn  to 
Davenport,  which  is  on  the  eastern  border 
of  the  state,  for  another  district  meeting. 
Leona  Elckmann  and  Ruth  Bargman,  both 
former  state  officers,  are  co-chairmen  for 
the  meeting. 

Iowa  will  have  four  representatives  at 
the  regional  conference  of  NAES  in  Mil¬ 
waukee  in  April:  Vivian  Pines,  Lorraine 
Rose,  Josephine  Higley,  and  Elsie  Chris¬ 
tensen,  all  from  Waterloo.  We  are  espe¬ 
cially  pleased  to  be  represented  2,000  miles 
from  home,  at  the  regional  conference  in 
Santa  Barbara,  California  in  February. 
Cathy  Montognese  of  Des  Moines,  was 
having  a  much-delayed  last  summer’s 
vacation  in  California  and  arranged  it  to 
be  able  to  take  in  the  Conference.  From 
all  reports  she  really  took  it  in  —  and 
everything  else  in  sight. 

The  annual  convention  for  the  Iowa 
Association  of  Educational  Secretaries  will 
be  in  November  in  Des  Moines  in  connec¬ 
tion  with  the  annual  meeting  of  the  Iowa 
State  Education  Association,  with  which 
we  are  affiliated. 

MICHIGAN 

Crosse  Pointe 

The  Grosse  Pointe  Secretaries  held  their 
spring  meeting  the  first  of  March  and  dis¬ 
cussed  plans  for  their  Annual  Bosses 


Night  to  be  held  the  latter  part  of  April  | 
At  the  spring  meeting  we  also  had  an  I 
interesting  speaker,  Mrs.  Phyllis  Cowlet, 
director  for  the  Dale  and  Dorothy  Car¬ 
negie  course  for  women,  who  gave  the 
secretaries  a  few  tips  on  “How  to  be  the 
Woman  You  Want  to  Be.’” 

The  Grosse  Pointe  Secretaries  are  get¬ 
ting  ready  for  their  state  convention  to  be 
held  in  Grand  Rapids  this  year  on  April  i 
19  and  20.  It  is  hopeful  that  next  year  the  \ 
convention  will  be  held  in  Detroit  and  that  [ 
Grosse  Pointe  will  have  100%  attendance.  | 

Ij 

Kalamazoo  Association 

The  Kalamazoo  Association  of  Educa¬ 
tional  Secretaries  is  planning  to  have  a 
dinner  party  at  the  Upjohn  School  in 
Kalamazoo.  At  this  party,  a  fashion  show 
is  planned  which  will  show  spring  and  | 
summer  cottons  direct  from  Florida.  Local  F 
merchants  are  going  to  furnish  the  shoes  | 
and  bags  to  match  and  spring  and  summer  | 
jewelry  to  match  each  outfit.  Secretaries 
will  model  these  fashions. 

Also  in  the  planning  for  this  spring 
is  a  noon  luncheon,  where  a  local  hair 
stylist  will  show  the  girls  all  of  the  latest 
hair  styles. 

Ferris  COGS 

If  you  are  wondering  what  the  COGS 
in  the  above  title  means,  it  is  College  Of¬ 
fice  Girls.  There  are  thirty-two  members 
of  the  girls  that  work  at  Ferris  Institute 
in  Big  Rapids.  Eight  of  these  girls  belong 
to  the  Michigan  Association. 

A  group  meeting  was  held  in  February  | 
and  they  enjoyed  slides  shown  by  one  of 
their  COGS,  Brenda  Schermer,  a  native 
of  England,  who,  with  her  husband,  toured 
through  France,  Germany,  Spain  and  Italy. 

The  annual  convention  of  the  Michigan  i 
Association  of  Educational  Secretaries 
will  be  held  on  April  18-20  at  the  Pant- 
lind  Hotel  in  Grand  Rapids,  Michigan.  | 
Several  of  the  COGS  are  planning  to  at¬ 
tend  this  meeting. 

MINNESOTA 

Minnesota  Association  of 
Educational  Secretaries 

We  salute  the  state  of  Minnesota!  1958 
is  dedicated  to  the  commemoration  of  Min¬ 
nesota’s  100th  Anniversary.  The  state  re¬ 
ceived  its  statehood  wings  100  years  ago. 

As  you  know,  Minnesota  derived  its  name 
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from  the  river  “Minnisota”  so  called  by 
the  Dakota  Indians.  They  pronounced  it 
“Min-nee-sotah”  (Mini,  water;  sotah,  whit- 
ishly  clouded,  sky-colored).  For  correct 
pronunciation,  the  convention  held  at 
Stillwater  in  1848,  to  secure  a  territorial 
organization,  instructed  its  delegates  that 
the  name  of  the  Territory  be  written 
“Minnesota”. 

For  as  Minnesota  is  celebrating  its  cen¬ 
tennial  birthday,  the  Minnesota  Associa¬ 
tion  of  Educational  Secretaries  also  held 
its  Spring  Conference  at  Rochester,  Minne¬ 
sota  on  May  2  and  3.  The  Rochester  Sec¬ 
retaries,  under  the  able  direction  of  Clara 
Siem,  general  chairman,  planned  an  in¬ 
teresting  and  profitable  day.  Open  house 
on  the  preceding  evening  offered  a  bright 
opportunity  for  everyone  to  meet  each 
other. 

The  morning  session  included  greetings 
from  Miss  Marie  Kolbe,  president  of  the 
Rochester  Association,  a  welcome  from 
Dr.  James  V.  Moon,  Superintendent  of 
the  Rochester  Public  Schools,  and  an  in¬ 
side  tour  of  the  Mayo  Clinic  facilities.  We 
all  rejoiced  in  the  recognition  which 
was  accorded  to  the  three  past  presidents 
at  the  honorary  luncheon:  Rosalie  Kol- 
larich,  1949-1952;  Grace  Stephenson  Coy, 
1952-1954;  Dorolese  Wardwell,  1954-1957. 
A  lovely  engraved  pin,  with  a  gavel  at¬ 
tached  to  it  by  a  chain,  was  presented  to 
each  of  them  in  recognition  of  their  in¬ 
valuable  services 

Informal  remarks  about  the  Brussell 
World’s  Fair  were  made  by  Dr.  Edward 
Rynearson  of  the  Mayo  Clinic. 

A  bus  tour  of  Rochester,  included  Mayo- 
wood,  the  home  of  the  late  Dr.  Charles 
Mayo,  and  an  inside  tour  of  the  new  in¬ 
ternational  Business  Machines  Corpora¬ 
tion  offices  and  building  were  the  activities 
of  the  afternoon. 

ifes,  this  year  attention  will  be  focused 
on  Minnesota  from  all  parts  of  the  nation 
and  we  were  delighted  to  be  among  the 
first  to  celebrate  the  centennial.  We  are 
also  happy  to  announce  a  membership  of 
193  of  which  70  are  national  members.  The 
Minnesota  secretaries  are  looking  forward 
with  enthusiasm  and  optimism  to  the 
state’s  second  century  of  progress,  as  well 
as  the  MAES’s  expansion  and  steady 
growth. 


OHIO 

Toledo  School  Secretaries 

The  School  Secretaries  in  the  Toledo 
area  meet  about  four  times  a  year.  Girls 
from  neighboring  school  districts  are  in¬ 
vited. 

On  February  28  the  group  held  their 
annual  card  party.  This  is  the  only  money¬ 
making  project  of  the  year.  Usually  from 
$300  to  $400  is  collected,  which  is  always 
turned  over  to  a  worthy  charity.  This 
year  the  proceeds  will  go  to  the  Society 
for  Retarded  Children. 

The  spring  dinner  will  be  held  on  April 
15  and  is  the  best  attended  of  all  meet¬ 
ings.  The  program  this  year  will  consist 
of  the  dinner,  regular  meeting  and  a 
showing  of  shoes.  Secretaries  from  Perrys- 
burg  are  assisting  with  the  arrangements. 
At  this  meeting,  officers  for  the  coming 
year  will  be  elected.  Also,  delegates  for 
the  department  of  school  secretaries’  meet¬ 
ing  in  Cincinnati  will  be  chosen. 

Cleveland  Public  School  Secretariei 

A  year  ago,  in  the  Spring  of  1957,  we  set 
our  sights  toward  in-service  training.  To 
this  end,  the  Cleveland  Public  School 
Secretaries  worked  with  a  will  and  the 
training  program  for  new  school  secre¬ 
taries  was  inaugurated  two  days  prior  to 
opening  of  schools  in  September  1957.  The 
Workshop  was  held  in  the  Administration 
Building.  Reports  and  duties  were  ex¬ 
plained  by  various  heads  of  departments, 
such  as  payroll,  accounting,  attendance 
and  purchasing.  The  secretaries  worked 
on  actual  reports  while  the  work  was  be¬ 
ing  explained.  While  this  initial  training 
was  of  great  help  to  the  new  secretaries, 
the  training  has  been  continued  —  with 
two  supervisory  clerks  assigned  to  the 
duty  of  traveling  to  schools  where  addi¬ 
tional  help  is  needed  by  new  secretaries. 
This  program,  with  a  two-day  workshop 
in  the  fall,  refresher  sessions,  and  the 
supervisory  clerk  arrangement  for  con¬ 
tinuous  help  on  call,  is  of  inestimable 
value. 

Mr.  Darian  Smith,  Executive  Secretary 
to  the  Superintendent,  and  the  Commit¬ 
tee  of  Secretaries,  Jane  Jones  of  Notting¬ 
ham  School,  Ruth  Brenner  of  Almira 
School,  and  Malvine  Barron  of  the  De¬ 
partment  of  Visual  Education,  are  to  be 
congratulated  for  their  efforts  to  bring 
this  In-Service  Training  to  fruition  as  a 
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program  to  facilitate  the  clerical  work  of 
the  schools. 

The  non-teaching  group  of  the  Cleve¬ 
land  Public  Schools  is  not  exempt  from 
Jury  Duty,  and  since  there  is  no  reim¬ 
bursement  to  cover  the  days  lost  on  the 
job  while  on  Jury  Duty,  a  Jury  Indemnity 
Fund  was  created.  The  Cleveland  Public 
School  Secretaries  and  the  Custodial 
Maintenance  Group  combined  efforts  in 
working  out  the  details  of  operation — all 
non-teaching  employees  are  eligible  to 
join;  a  small  fee  is  paid  each  year  which 
assures  the  employee  the  full  amount  of 
his  salary  while  serving  on  jury  duty; 
the  Jury  Indemnity  Fund  pays  the  differ¬ 
ence,  after  jury  duty  is  collected,  to 
make  up  the  amount  of  pay  lost. 

The  Cleveland  Public  School  Secretaries, 
Chapter  112,  has  been  making  a  sizable 
profit  in  candy  sales.  This  is  a  continuous 
project;  Christmas-time  sales,  however, 
were  remarkable. 

On  February  22,  a  large  group  of  the 
Cleveland  Public  School  Secretaries,  and 
friends,  participated  in  a  successful  social 
event  —  the  annual  Theatre  Party.  The 
play  was  “The  Boy  Friend”  and  the  place 
was  Cleveland’s  famed  Drury  Theatre. 
After  the  play,  the  cast  and  the  secretaries 
enjoyed  refreshments  and  interesting  con¬ 
versation.  This  occasion  netted  a  small 
profit  to  Chapter  112.  The  tickets  were 
obtained  at  a  discount  for  quantity  lot. 

Ohio  Association 

The  spring  meeting  of  the  State  Depart¬ 
ment  of  School  System  Secretaries  will 
meet  in  Cincinnati  on  April  25  and  26.  The 
Cincinnati  gals  are  really  doing  a  fine  job 
in  setting  up  an  interesting  and  beneficial 
program. 

Mr.  Charles  Abel  of  the  Dale  Carnegie 
Institute  will  be  the  speaker  at  the  lunch¬ 
eon.  A  tour  of  the  new  Proctor  and  Gam¬ 
ble  office  building  has  been  planned.  Mrs. 
Venita  Kelly  of  the  Cincinnati  Post  will 
talk  on  “One  World  of  Fashion.”  She  has 
recently  traveled  to  some  of  the  foreign 
countries  and  will  bring  some  of  her  ex¬ 
periences  to  the  group. 

Another  project  of  the  State  Depart¬ 
ment  of  Secretaries  is  the  Secretaries’ 
Workshop.  This  summer  will  mark  our 
14th  year.  The  workshop  is  held  at  Kent 
State  University  on  July  10-12,  1958.  The 
workshop  started  out  fourteen  years  ago 
with  a  very  small  group.  Each  year  it 


grows  in  number  just  as  the  program  in¬ 
creases  in  quality.  The  program  will  deal 
with  such  subjects  as  Human  Relations, 
Duties  of  a  Secretary,  Good  Grooming, 
Office  Procedures,  and  Lab  Sessions  on 
office  machines,  office  shortcuts,  spelling, 
etc. 

SOUTH  DAKOTA 
South  Dakota  Aasociation 

The  South  Dakota  Association  is  up 
to  its  ears  in  plans  for  co-sponsoring  with 
South  Dakota  State  College  in  Brookings 
the  eighth  annual  workshop  for  secre¬ 
taries.  This  is  the  second  year  the  state 
association  has  been  the  co-sponsor.  The 
state  association  is  now  two  and  a  half 
years  old  and  has  a  membership  of  thirty- 
five,  most  of  whom  are  also  members  of 
NAES. 

Two  members  of  SDAES  have  applied 
for  and  will  receive  their  Professional 
Standards  Certificates  at  the  National 
Convention  at  Boulder  next  summer.  They 
are  Miss  Ethel  Shimmin,  Internal  Auditor 
at  South  Dakota  State  College,  who  will 
receive  the  Grade  IX  Certificate,  and 
Miss  Mary  Zimmerman,  President  of 
SDAES  and  Dean  of  Students  at  the 
School  of  Mines  and  Technology  at  Rapid 
City,  will  receive  the  Grade  VIII  Certifi¬ 
cate. 

The  Secretarial  Workshop  to  be  held 
at  South  Dakota  State  College  in  Brook¬ 
ings  on  June  13  and  14,  1958  is  for  secre¬ 
taries  in  all  fields  of  business,  professions, 
and  education.  Last  June,  thirty-seven  of 
the  seventy-two  secretaries  in  attendance 
were  educational  secretaries.  Mrs.  Marion 
Wood,  Educational  Consultant  of  Inter¬ 
national  Business  Machines  Corporation 
in  New  York,  and  chairman  of  the  com¬ 
mittee  which  is  working  on  this  year’s 
NAES  publication  covering  office  shortcuts 
and  procedures,  is  to  be  the  speaker  at 
one  of  the  general  sessions  of  the  work¬ 
shop. 

WISCONSIN 

Wauwatosa  School  Secretaries 

At  a  dinner  meeting  held  at  Capitol 
Terrace  on  March  13  the  Wauwatosa 
School  Secretaries  made  final  plans  for  the 
Regional  Conference  to  be  held  in  Mil¬ 
waukee  April  11,  12  and  13.  On  Friday 
evening,  April  11,  the  Wauwatosa  Secre- 


taries  will  be  hostesses  at  the  Open  House. 
Mr.  E.  G.  Bumkrant,  Superintendent  of 
Schools  at  Wauwatosa  will  be  one  of  the 
members  on  a  panel  during  the  afternoon 
session  on  Saturday. 

Wauwatosa  is  a  city  of  homes  located 
about  two  miles  west  of  County  Stadium 
in  Milwaukee,  the  home  of  the  Braves. 

Milwaukee  School  Secretaries 

The  Milwaukee  School  Secretaries  Asso¬ 
ciation  met  for  a  social  evening  on  Thurs¬ 
day,  February  6th  at  Wilson  Park  Pavilion. 
There  were  67  in  attendance  for  a  buffet 
supper,  jewelry  demanstration  and  the 
“Story  of  Chocolate”  told  by  a  represen¬ 
tative  of  the  Johnson  Candy  Company. 
Dessert  followed,  consisting  of  cookies  and 
chocolate  ice  cream  sundaes. 

Important  information  concerning  the 
NAES  Conference  to  be  held  in  Milwau¬ 
kee  on  April  11,  12  and  13  was  given. 

On  February  19,  an  institute  for  School 
Secretaries  was  conducted  at  the  Lincoln 
High  School  in  Milwaukee.  There  were 
three  sectional  programs  and  each  was  re¬ 
peated  three  times  so  that  the  groups 
might  be  rotated.  The  three  sections  were 
divided  as  follows;  Group  I,  those  whose 
last  names  started  with  the  letters  A 


through  H;  Group  2,  I  through  P;  Group 
3,  Q  through  Z.  Section  1  was  a  Pur¬ 
chasing  Division  Workshop.  The  discussion 
hinged  on  receiving  of  goods,  approval  of 
invoices,  service  authorization  forms, 
timing  of  requisitions,  miscellaneous  prob¬ 
lems  and  questions.  Section  II  was  a 
Superintendent’s  Office  Workshop.  The 
discussion  was  on  reports  and  forms  re¬ 
quired  by  the  superintendent’s  office,  deal¬ 
ing  with  pupil  personnel  records,  mem¬ 
bership  reports,  and  achievement  records. 

Section  III  was  an  Accounting  Division 
Workshop.  This  discussion  included  pay¬ 
roll  accounting,  financial  record  keeping 
and  related  matters  with  a  question  and 
answer  period. 

All  sections  were  conducted  by  panels 
of  experienced  secretaries  plus  co¬ 
ordinators  from  the  Central  office.  The 
day  was  well  spent. 

The  Milwaukee  Secretaries  will  attend 
a  baseball  game  on  the  evening  of  May 
22  —  the  Milwaukee  Braves  vs.  the  San 
Francisco  Giants. 

The  June  party  will  be  held  after  the 
close  of  school  on  Wednesday,  June  25. 
The  installation  of  new  officers  will  take 
place  at  this  time. 
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Oregon  Association 

The  Oregon  Association  of  Educational 
Secretaries  held  its  fourth  regional  meet¬ 
ing  of  the  year  on  March  1  at  Turner. 
There  were  65  present  to  enjoy  a  beauti¬ 
ful,  sunshiny  day  in  the  lovely  Cascade 
Union  High  School. 

After  being  greeted  with  coffee  and 
homemade  cinnamon  rolls,  the  group  as¬ 
sembled  for  a  welcome  by  Superintend¬ 
ent  L.  J.  Uhrhammer  which  was  responded 
to  by  Winnie  Bolinger,  first  vice-presi¬ 


dent.  Mrs.  Gloria  Jirel,  president,  spoke 
on  “Professional  Trends,”  followed  by  a 
panel  discussion  of  “Pooling  and  Sharing.” 
Charlotte  Parr  moderated  and  participants 
were  Mr.  Aschenbrenner,  high  school 
principal;  Willson  Maynard,  OEA  Public 
Relations  Director;  Winnie  Bolinger;  and, 
Mrs.  Marschat,  Director  of  Research  and 
Apportionment.  Seldom  has  there  been 
such  an  enthusiastic  audience.  The  ques¬ 
tioning  period  continued  long  past  its 
scheduled  time. 

Following  a  huge,  and  delicious,  lunch¬ 
eon,  Mrs.  Agnes  Booth,  County  Superin- 


tendent  of  Schools,  spoke  on  “How  We 
Grow  Professionally”  and  everyone  pres¬ 
ent  expressed  the  opinion  that  “I  could 
have  listened  to  her  forever.” 

Corvallis  was  the  site  of  the  State  Con¬ 
vention  on  March  29  and  the  theme  was 
Professional  Growth  Through  Eklucation. 
The  program  included  “Values  of  Profes¬ 
sional  Growth  by  Mr.  J.  I.  Hunderup; 
“How  We  Grow”  (National  Standards 
Program)  by  Charlotte  Parr;  and,  an  ex¬ 
planation  of  the  45  hour  credit  college 
program  by  Mrs.  Edith  Dunn.  Dr.  Theo 
Yerian  gave  the  banquet  address:  “The 
Secretary  is  Versatile” 

Newly  elected  association  officers  are: 
Winnie  Bolinger,  president;  Nellie  Mere¬ 
dith,  first  vice-president;  Ruth  Bastus- 
check,  corresponding  secretary;  and,  mem- 
bers-at-large:  Gertrude  Ballou,  Margaret 
Riches  and  Mildred  Schnoor. 

In  answer  to  my  plea  for  news,  Gloria 
Jirel,  immediate  past-president  of  the  Ore¬ 
gon  Association,  mentioned  in  her  letter: 
“I  noticed  that  we  did  not  have  too  much 
news  in  the  last  edition  of  the  National 
Educational  Secretary.” 

My  apologies  to  Oregon.  It  would  be  ex¬ 
tremely  easy  to  fill  the  entire  Northwest 
Region  section  with  just  Oregon  news. 
Their  rather  recent  accomplishments  in¬ 
clude  four  regional  meetings  plus  a  state 
convention  and  a  college  program  for  the 
educational  secretary  which  has  been  ap¬ 
proved  by  the  Oregon  State  System  of 
Higher  Education.  They  are  a  Department 
of  the  Oregon  Education  Association  and 
their  publication  Oregon  Tribal  Topics 
edited  by  the  capable  Winnie  Bolinger, 
would  be  a  credit  to  any  association. 

The  membership  brochure  for  OAES 
states:  “The  purpose  of  this  Association 
shall  be  to  elevate  the  standards  of  the 
educational  secretaries  within  the  state; 
to  provide  a  finer  understanding  of  the 
community  so  that  ever  increasingly  ef¬ 
ficient  service  may  be  rendered  to  our 
education  system.”  Their  purpose  they 
are  fulfilling. 

Portland 

Mrs.  Margaret  Sharp,  Admissions  Coun¬ 
selor,  Lewis  and  Clark  College,  Portland, 
was  the  guest  speaker  at  the  March  meet¬ 
ing  of  the  Portland  Elementary  School 
Secretaries  Association.  Her  topic,  “The 
Secretary,  Her  Leisure  Time  and  What 
She  Does  With  It”  was  well  presented. 


well  accepted  and  undoubtedly  will  result 
in  some  changes  taking  place  in  the  per¬ 
sonal  lives  of  some  of  the  gals. 

This  group  is  justifiably  proud  of  hav¬ 
ing  114  paid  memberships  out  of  a  total  of 
120  secretaries. 


WASHINGTON 


Waihington  Association 


The  third  annual  seminar  was  held  in 
Seattle  on  April  11  and  12  and  started 
on  the  pleasing  note  of  an  open  house 
sponsored  by  the  Washington  Education 
Association  in  its  new,  beautifully  mod¬ 
ern  building.  On  Saturday  the  sessions 
were  held  at  the  University  of  Washing¬ 
ton  and  opened  with  Mr.  Leonard  Hunt¬ 
ing,  Northwest  Educational  Representative 
of  Rand  McNally,  speaking  on  “The  Edu¬ 
cational  Secretary  As  a  Link  in  Educa¬ 
tion.”  A  Little  Whitehouse  Conference  was 
the  answer  to  what  members  had  been 
asking  for  —  an  opportunity  for  those 
holding  similar  positions  to  really  get  to¬ 
gether. 

The  following  new  officers  were  in¬ 
stalled:  Ruth  Markhus,  president;  Mary 
Donnell,  vice-president,  Jessie  Castleman, 
recording  secretary;  Carolyn  McCusker, 
northwest  representative;  Francis  Kajita, 
northeast  representative. 

The  newly  elected  prexy,  Ruth  Markus, 
is  secretary  of  the  Coulee  Dam  Public 
Schools  in  Coulee  Dam,  Washington.  These 
schools  are  located  right  at  the  foot  of  the 
Great  Grand  Coulee  Dam,  known  through¬ 
out  the  world  as  the  “eighth  wonder  of  the 
world.”  In  accepting  her  new  responsibil¬ 
ity,  Ruth  stated  in  part: 

“We  are  looking  forward  to  another  year 
of  growth  in  interest  and  professional 
status  among  the  educational  secretaries 
throughout  the  State  of  Washington. 

“The  biggest  project  still  is  membership. 
We  are  all  pledged  to  bring  in  one  new 
member  this  coming  year.  If  this  is  ac¬ 
complished  we,  naturally,  will  have  dou¬ 
bled  our  number.  And,  it  is  not  an  impos¬ 
sible  goal.” 

“It  is  known  that  no  great  organization 
is  created  suddenly.  The  ideals  and  stand¬ 
ards  almost  invariably  grow  out  of  years 
of  work  and  experience.  We,  the  WAES 
are  very  young,  but  we  are  working  hard 
and  the  results  are  beginning  to  show.” 
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Want  to  be  represented  at  Boulder? 
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Group  can’t  afford  it? 

Take  heed: 

Over  $175  was  raised  by  the  Shoreline 
group  to  defray  the  expenses  of  a  yet-to- 
be-elected  delegate.  The  secret  was  a  style 
show.  Over  300  people  attended  at  50  cents 
per.  Two  shops  showed  fashions — Gary’s 
Northgate  Fashions  and  Northgate  Mater¬ 
nity  Shop.  Members  of  the  local  acted 
as  models  and  eight  lovely  door  prizes 
were  donated  by  business  firms.  As  a 
wind-up  to  the  show,  the  models  wore 
clothes  of  years  gone  by  —  clear  back  to 
about  1880.  One  of  the  gals  belongs  to  the 
Horseless  Carriage  Club  and  in  keeping 
with  tradition,  has  quite  a  representative 
collection  of  styles  of  “way  back  when.” 

The  guests  were  seated  at  tables,  cake 
and  coffee  was  served  and  spring  flowers 
were  used  as  decorations. 

Betty  Christianson  acted  as  chairman 
and  each  girl  had  a  specific  assignment, 
all  of  which  were  carried  out  to  perfec¬ 
tion. 


The  annual  spring  luncheon,  held  on 
April  2  at  the  Top  of  the  Ocean,  was,  as 
usual,  the  outstanding  social  get-together 
of  the  year  and  gave  an  opportunity  for 
realization  of  the  fact  that  the  group  is 
growing  and  expanding.  Four  regular 
meetings  per  year  have  replaced  three, 
two  membership  chairmen  are  now  the 
pattern  —  one  to  represent  the  city  schools 
and  the  other  for  the  county  schools — 
and  interest  is  ever-growing. 


company,  which  afforded  an  opportunity 
for  each  participant  to  hear  her  recorded 
voice  and  a  how-to-do-it-better  discus- 


Eastside  Aaiociation  of 
School  Secretaries 

A  dinner  meeting  was  enjoyed  on  Feb¬ 
ruary  18  at  which  time  Mr.  Morton  John¬ 
son,  superintendent  of  the  Lake  Washing¬ 
ton  Schools,  spoke  and  a  representative 
from  the  telephone  company  talked  on  the 
subject  of  “Telephone  Techniques.” 

MONTANA 

Great  Fall* 

Note:  For  two  years,  1  have  hoped  for 
news  from  Montana  and  worried  because 
it  was  not  mentioned  in  “Listening  In.” 
The  following  letter  explained  a  lot: 

“I  do  most  sincerely  wish  that  I  had 
some  news  of  interest  from  Montana,  but, 
if  you  haven’t  already  noticed,  there  are 
only  four  (count  ’em — F OUR)  members 
in  the  entire  big  old  state  of  Montana,  and 
they  are  scattered  to  the  winds. 

“There  is  no  local  organization  of  edu¬ 
cational  secretaries  either,  alas! 

“I  have  truly  enjoyed  the  bulletins,  let¬ 
ters  and  other  materials  put  out  by  the 
NESA.  They  make  me  feel  ‘professional’ 
instead  of  a  flunk -y. — Maxine  Martin” 
(Bless  those  four  members.) 


The  March  meeting  was  devoted  to  the 
discussion  of  a  Secretaries’  Handbook 
which  is  in  the  process  of  being  developed. 
It  is  hoped  that  this  publication  will  be  of 
assistance  to  both  present  and  future  em¬ 
ployees.  At  the  risk  of  turning  this  into  an 
“agony”  column,  copies  of  handbooks  or 
similar  publications  sponsored  by  other 
locals  would  be  humbly  welcome. 

Millwood 

President  Cleda  Laing  resigned  to  have 
an  addition  to  her  family.  (See  what  hap¬ 
pens  to  presidents!)  Norma  Ventris  took 
over  —  and  is  still  on  the  job.  Some  in¬ 
teresting  meetings  have  been  held  which 
included  a  joint  meeting  with  Spokane 
City,  a  demonstration  by  the  telephone 


Sybil  Jamieson,  of  Humboldt  State  Teachers 
College,  won  the  copper-plated  coffee  maker, 
one  of  the  very  nice  door  prizes  at  the  Santa 
Barbara  Regional  Conference. 


SOUTH  CENTRAL  REGION 

(Arkansas,  Kansas,  Louisiana,  Missouri,  Nebraska,  Oklahoma,  Texas) 


ARKANSAS 

Fort  Smith  Association 
of  Educational  Secretaries 

The  members  of  this  association  have 
been  enjoying  extra  fine  programs  this 
year,  including  a  book  review,  special 
Christmas  dinner,  travel  pictures,  and  a 
“What’s  My  Line”  program.  Highlight  of 
all  the  programs  was  an  evening  with  one 
of  Fort  Smith’s  doctors  who  demonstrated 
“medical  hypnosis.” 

KANSAS 

Kansas  Association  of 
Educational  Secretaries 

The  annual  convention  was  held  in 
Wichita,  Kansas,  November  8.  Mr.  Clifford 
D.  Miller,  Director  of  Audio-Visual  Edu¬ 
cation,  Wichita  Public  Schools,  gave  an  in¬ 
spiring  address  on  television  education, 
“This  Is  The  Time  To  Have  The  Time  Of 
Your  Life  Teaching.”  The  luncheon 
speaker  was  Mr.  Bob  Gadberry,  Assistant 
Vice  President,  Fourth  National  Bank, 
Wichita,  whose  subject  was  “Your  Public 
Relations  Are  Showing.”  “Public  relations 
is  finding  out  what  they  don’t  like  and 
giving  them  less  of  it,  and  finding  out 
what  they  do  like  and  giving  them  more 
of  it.”  Mr.  Gadberry  pointed  out  there  are 
five  desires  all  people  have: 

1.  Desire  for  recognition 

2.  Pride  and  respect  in  our  work 

3.  Chance  to  be  heard 

4.  Matter  of  fair  treatment 

5.  Sense  of  belonging 

An  educational  secretaries  workshop 
was  held  March  21-22  at  Pittsburg.  This 
workshop  was  sponsored  by  the  Kansas 
State  Teachers  College,  Kansas  Associa¬ 
tion  of  Educational  Secretaries,  Kansas 


Houston  School  District 
1300  Capitol  Avenue 
Houston  2,  Texas 


State  Board  for  Vocational  Education,  and 
Omicron  Chapter,  Pi  Omega  Pi.  The  key¬ 
note  leader  was  Dr.  Frances  Merrill,  head 
of  the  Secretarial  Science  Department  of 
Drake  University,  Des  Moines,  Iowa.  She 
spoke  on  “Broadening  Our  Secretarial 
Horizons”  and  “Office  Management  for 
the  Educational  Secretary.”  Other  high¬ 
lights  were  “Keeping  Your  Reports  Accu¬ 
rate”  by  Mr.  Adel  F.  Throckmorton,  State 
Superintendent  of  Public  Instruction; 
“New  Office  Techniques  and  Materials”  by 
Miss  Louise  Keller,  Office  Practice  Co¬ 
ordinator  at  Wichita  West  High  School;  a 
talk  on  personal  grooming  —  “Let  Miss 
Jones  Keep  Up  With  You”  by  Mrs.  Con¬ 
stance  Zimmerman  of  the  KSTA  Home 
Economics  Staff;  plus  a  fashion  show  — 
“Milady  Goes  To  Business.” 

LOUISIANA 

New  Orleans  Public  School 
Educational  Secretaries  Association 

There  is  much  enthusiastic  planning  for 
the  approaching  Spring  Workshop  spon¬ 
sored  by  the  First  District  of  the  Louisiana 
Education  Association.  Members  of 
NOPSESA  serve  as  secretaries,  hostesses, 
group  leaders,  and  consultants.  They  are 
looking  forward,  however,  when  their 
association  will  have  grown  to  such  a 
large  group  that  they  will  be  able  to  have 
their  own  secretarial  workshop.  In  this 
way  all  sessions  will  deal  directly  with 
their  problems  and  will  be  handled  by  ex¬ 
perts  and  specialists  in  their  own  field. 

Members  of  the  Program  Committee, 
chairmaned  by  Mrs.  Blanche  Minor,  are 
working  on  plans  to  celebrate  Secretaries 
Appreciation  Week,  to  start  April  21  and 
climax  April  25  with  an  inspiring  program 
at  the  YW.CA. 
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TEXAS 

Taxa*  Educational 
Sacretario*  Association 

This  year  TESA  has  a  membership  of 
714,  an  increase  of  about  30  per  cent. 
TESA’s  twenty-one  local  affiliated  groups 
is  an  increase  of  40  per  cent  over  any  pre¬ 
vious  year.  (Next  year  we  are  going  to  be 
lots  better  than  seventh  in  national  mem¬ 
bership,  too,  unless  some  of  you  states  do 
a  really  terrific  job. — Velma.) 

The  annual  convention  will  be  April  11- 
12  in  Fort  Worth,  and  of  course,  we  al¬ 
ways  look  forward  to  our  Work  Confer¬ 
ence  in  Austin  which  is  scheduled  for 
July  21-25.  Hojje  some  of  you  can  be  there 
with  us. 

Austin  Educational 
Secretaries  Association 

February  19  twenty-four  members  com¬ 
bined  a  regular  association  meeting  with 
a  Mexican  dinner  at  El  Matamoros  Cafe. 
Mrs.  Maureen  Amis,  Speech  Therapist, 
University  of  Texas,  was  the  guest  speaker. 

Helen  Bechtel  of  Corpus  Christi,  met  in 
Austin  with  Charlene  Roberts,  Viola  Lee, 
and  Mr.  Henry  Alves,  University  of  Texas, 
February  22  to  lay  the  groundwork  for 
the  Work  Conference  scheduled  in  Austin 
July  21-25. 

Austin  secretaries  were  well  repre¬ 
sented  at  the  luncheon  meeting  at  the 
District  X  Section  of  TSTA. 

Dallas  Educational 
Secretaries  Association 

We  are  receiving  many  compliments  on 
our  monthly  newsletter  The  School  Bell, 
edited  and  produced  by  Fannie  Billings. 

DESA  members  will  be  in  Fort  Worth 
for  the  State  Convention  in  April  and 
numy  of  us  attended  the  District  V  TSTA 
Sectional  Meeting  there  in  March. 

Our  membership  for  1958  is  101. 

Fort  Worth  Educational 
Secretaries  Association 

Secretaries  from  District  V,  TSTA  met 
March  22  at  the  Paschal  High  School.  A 
most  dramatic  presentation  of  “O  Watta 
Day”  was  enacted  by  the  Fort  Worth 
TESA  Thespians.  “The  Right  Touch,”  an 
IBM  film  production  provided  instruction. 

Educational  secretaries  from  Texas  gath¬ 
ered  at  Fort  Worth  for  the  8th  Annual 


Convention  April  11-12.  At  the  reception 
in  the  Hilton  Hotel  on  the  Pool  Terrace 
the  music  was  provided  by  “The  Plunkin’ 
Punkins”  a  musical  group  from  the  of¬ 
fices  of  the  Fort  Worth  Schools  Adminis¬ 
tration  Building.  Mr.  Joe  P.  Moore,  Super¬ 
intendent  of  Schools,  extended  greetings, 
and  the  convention  address  was  given  by 
Mr.  Roy  M.  Stone,  Assistant  Superintend¬ 
ent  of  Schools.  Mrs.  Gladys  Brown,  presi¬ 
dent  of  the  Fort  Worth  Secretaries  pre¬ 
sided  at  the  luncheon.  Music  was  fur¬ 
nished  by  the  String  Ensemble  of  Arling¬ 
ton  Heights  High  School.  Interpretive 
dances  were  given  by  Mr.  Leon  Spark¬ 
man,  an  art  instructor.  A  sight-seeing 
tour  of  Fort  Worth,  including  a  trip  to 
the  Botanic  Gardens  and  the  Forest  Park 
Zoo,  was  arranged.  The  convention  closed 
witli  a  ranch  style  supper  served  in  the 
Forest  Park  Shelter  House. 

Houston  Administrative  Educational 
Secretaries  Association 

“Professional  Progress,”  this  year’s 
theme  for  HAESA  has  been  more  than  a 
slogan.  A  definite  step  toward  profession¬ 
alism  was  taken  when  a  plan  was  adopted 
to  furnish  a  $100  scholarship  to  a  grad¬ 
uating  senior  who  plans  further  study  in 
the  secretarial  field. 

March  13  was  the  date  for  more  profes¬ 
sional  activities  when  109  educational  sec¬ 
retaries  met  at  the  Ben  Milam  Hotel, 
Houston,  for  the  District  I  TSTA  section 
meeting.  HAESA  and  HESA  were  co¬ 
hostesses,  with  Sue  Mauk  and  Marguerite 
Kennedy  serving  as  co-chairmen.  Twelve 
secretarial  associations  were  represented 
at  this  meeting.  Norman  Gauerke,  a  Dale 
Carnegie  Instructor,  spoke  to  us  on  “How 
to  Improve  Your  Memory.” 

March  24  the  Ways  and  Means  Commit¬ 
tee  had  a  sale  of  coffee,  cakes  and 
candies.  Nova  Allen,  chairman,  reports  a 
profit  of  $38.  We  hope  to  purchase  a  cof¬ 
fee  maker  for  the  association. 

Mary  K.  Ashmore,  chairman  of  an  In- 
Service  Training  Committee,  has  met  with 
her  group  and  plans  are  under  way  for 
an  in-service  training  program  for  ad¬ 
ministrative  secretaries. 

Mary  Lou  Matheny  invited  the  Hand¬ 
book  Committee  to  her  home  for  a  dinner 
and  meeting  of  this  important  project. 
This  committee  is  planning  a  handbook 
for  administrative  secretaries. 

To  celebrate  its  100th  active  member 
HAESE  celebrated  the  occasion  with  a 
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coffee  in  the  Professional  Library  the 
afternoon  of  March  27.  We  invited  all  our 
bosses.  We  took  advantage  of  this  occasion 
to  introduce  our  mascot  doll  Polly  Ethy¬ 
lene  of  Houston.  She  was  so  named  be¬ 
cause  the  outstanding  industries  of  Hou¬ 
ston  are  the  oil,  gas.  chemical  and  allied 
products. 

Houcton  Educational 
Secretaries  Association 

Many  of  the  school  secretaries  attended 
the  District  I  section  meeting  of  TSTA. 

President  Evelyn  Evans  presided  at  the 
luncheon. 

HESA  honored  past  presidents  and  the 
Houston  Administrative  Educational  Sec¬ 
retaries  with  a  spaghetti  supper  March  20 
at  the  plush  Motion  Picture  Operator’s 
Club. 

Pasadena  Educational 
Secretaries  Association 

On  February  10  PESA  held  its  second 
annual  Bosses  Night  at  the  new  South 
Houston  Senior  High  School.  Each  sec¬ 
retary  gave  special  recognition  to  her  boss. 

Members  and  guests  were  entertained  by 

NORTHEAST  REGION 

(Connecticut,  Delaware,  Maine,  Maryland,  Massachusetts,  New  Hampshire,  New  Jersey, 
New  York,  Pennsyleania,  Rhode  Island,  Vermont) 

Miss  Wilma  R.  Haight,  Reporter 
28  Hillside  Avenue 
Glen  Ridge,  New  Jersey 


DELAWARE  State  Associations  please  note  the  work 

Delaware  is  doing  in  the  establishment 
A  new  classification  of  secretaries,  the  of  courses  to  assist  the  educational  secre- 
Senior  Certified  Secretary,  is  now  in  effect  tary  in  her  professional  growth, 
in  Delaware.  Certification  is  dependent  The  Delaware  Association  held  its  an- 
upon  training  and  experience.  A  group  of  nual  meeting  this  past  October  in  Wil- 

educational  secretaries  are  taking  an  ex-  mington.  Luncheon  speaker  was  Mrs.  Ruth 

tension  course  in  Office  Management  at  B.  Jenkins,  the  first  resident  Delawarean 

Georgetown.  Credits  from  this  course  may  to  qualify  as  a  Certified  Professional  Sec- 

be  applied  toward  certificates  require-  retary. 

ments  and/or  toward  the  requirements  of  Mrs.  Myrtle  V.  Sipple  of  Caesar  Rodney 
the  Administrative  Secretarial  Course  in-  school  at  Camden  is  chairman  of  the  com- 
troduced  this  year  by  the  Goldey  Beacom  mittee  planning  the  annual  spring  meet- 
School  of  Business  in  Wilmington.  ing. 


“Siros,  The  Illusionist,”  and  then  adjourn¬ 
ed  for  refreshments  and  a  tour  of  the  new 
building. 

At  our  March  meeting  PESA  had  as 
their  guest  speaker  Dr.  John  Love,  psy¬ 
chology  teacher  at  the  University  of  Hou¬ 
ston.  This  was  a  very  interesting  meeting 
with  members  participating  in  several 
skits,  showing  problems  that  school  sec¬ 
retaries  are  faced  with  and  how  to  handle 
them. 

The  April  meeting  will  be  at  the  South- 
more  Junior  High  School  and  will  be  a 
“swimming  session.”  New  officers  will  be 
elected  for  next  year. 


San  Antonio  Educational 
Secretaries  Association 

The  Alamo  District  Educational  Secre¬ 
taries  Section  Meeting  was  held  in  the 
Tapestry  Room  of  the  St.  Anthony  Hotel. 
Thirty-four  counties  were  represented 
from  the  Alamo  Disttrict  Section  II  of 
TSTA  of  which  SAESA  is  a  section.  Mr. 
Paul  Walthall,  Professor  of  Business  Ad¬ 
ministration  and  Director  of  the  Develop¬ 
ment  Program,  Trinity  University,  was  the 
speaker. 
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MARYLAND 
MaryUnd  State 

The  role  of  the  secretary  in  the  field  of 
education  today  was  the  subject  of  an 
address  by  Dr.  Thomas  G.  Pullen,  Super¬ 
intendent  of  the  Maryland  State  Depart¬ 
ment  of  Elducation,  at  the  annual  meeting 
of  the  Maryland  Association  this  past  Oc¬ 
tober. 

Baltimore  County 

“Telephone  Courtesy,’”  a  film  distrib¬ 
uted  by  the  Telephone  Company,  was  the 
highlight  of  the  March  26th  meeting  of  the 
Baltimore  County  Association.  To  stim¬ 
ulate  interest  in  the  “Bosses’  Night”  dinner 
to  be  held  in  May,  slides  from  last  year’s 
dinner  will  be  shown. 

NEW  HAMPSHIRE 

The  spring  meeting  of  the  New  Hamp¬ 
shire  Association  was  held  in  Concord  at 
the  Rundlett  Jvmior  High  School  on  April 
12.  Mrs.  Francis  Howe  of  the  State  De¬ 
partment  of  Elducation  and  Mrs.  Made¬ 
leine  Nolan  of  Peterborough  were  co- 
chairmen  of  the  Sixth  Annual  Workshop 
for  Educational  Secretaries  at  Keene 
Teachers  College  on  April  29  and  30. 

NEW  JERSEY 

Miss  Emma  Castner  of  Washington,  N.  J., 
past  president  of  both  the  New  Jersey  and 
National  Associations,  stormed  the  ram¬ 
parts  of  Manhattan  in  March  to  be  a  guest 
panelist  at  a  meeting  of  the  Teacher- 
Clerks  Association  of  New  York  City,  Lo¬ 
cal  385.  The  topic  under  discussion  was 
“Developing  Professional  Standards.”  Ac¬ 
cording  to  Isabel  Paddock,  who  went 
along  to  lend  moral  support  and  pick 
up  the  pieces,  Emma  did  her  usual  good 
job  in  outlining  the  Professional  Standards 
program  of  the  NA.E.S. 

The  Aimual  Spring  Workshops  and 
Luncheons  of  the  New  Jersey  Association 
were  held  May  3  in  Orange  and  May  17 
at  Glassboro  State  Teachers  College  on  the 
subject  of  personal  growth.  Guest  psy¬ 
chologists  were  on  hand  to  lead  the  gen¬ 
eral  sessions  at  each  meeting  and  to  guide 
the  smaller  group  discussion  on  elemen¬ 
tary,  secondary  and  administrative  office 
levels. 

NEW  YORK 

Make  your  reservations  early  for  the 


Fall  Conference  of  the  New  York  State 
Association  of  Educational  Secretaries. 
Meetings  will  be  held  at  the  Hotel  Shera¬ 
ton  McAlpin  in  New  York  City  on  Oc¬ 
tober  3  and  4.  Starting  at  noon  on  Friday 
there  will  be  a  complete  business  ma¬ 
chines  exhibit  followed  by  workshops  on 
“Human  Relations”  and  “Public  Relations.” 
A  “Cracker  Barrel  Discussion”  will  af¬ 
ford  an  opportunity  for  an  exchange  of 
ideas.  On  Saturday  there  will  be  a  panel 
discussion  on  “The  Educational  Srcre- 
tary.”  The  panel  will  be  followed  by  a 
banquet  luncheon  at  which  Mr.  James  Q. 
DuPont,  Administrative  Assistant  of  E.  I. 
du-Pont  de  Nemours  &  Co.,  will  be 
speaker. 

A  conunittee  under  the  chairmanship  of 
Mrs.  Violet  Ridky  of  North  Bellmore  is 
studying  the  problems  of  Civil  Service  as 
they  affect  New  York  educational  secre¬ 
taries. 

PENNSYLVANIA 

We  bemoan  the  lack  of  news  from  the 
Pennsylvania  State  Association,  usually 
one  of  our  most  prolific  and  dependable 
sources  of  supply.  What’s  happened?  Are 
you  there? 

Lower  Bucks  County 

The  Lower  Bucks  County  Association 
launched  its  first  Newsletter  in  February. 
Second  issue  goes  to  press  in  April.  On 
May  14  the  final  dinner  meeting  of  the 
year  will  be  held  at  the  Buck  Hotel, 
Feasterville,  with  Louise  Henderson  Nel¬ 
son  as  guest  of  honor.  Miss  Gladys  Hewitt 
of  Bristol  Borough  Schools  will  show 
slides  and  movies  of  her  recent  summer 
trip  in  Europe. 

In  Jxme  three  $100  commercial  scholar¬ 
ships  will  be  awarded  from  the  profits 
realized  from  candy  sales  throughout  the 
year. 

Lower  Bucks  has  come  up  with  a  new 
job  classification:  Secretary-Cook.  Seems 
the  covered  dish  supper  on  February  26 
was  an  outstanding  success  and  brought 
to  light  some  latent  culinary  talent. 

PhiUtde4>hia 

The  Educational  Secretaries  Association 
of  Philadelphia  is  expanding  its  activities 
this  year  to  include  a  three-point  profes¬ 
sional  program.  ’The  Professional  Conunit¬ 
tee,  with  Miss  Rosemarie  Caponigro  as 
Chairman,  has  met  with  Dr.  Allen  H. 


Wetter,  Superintendent  of  Schools,  and 
Miss  Frances  Becker,  President  of  the  Prin¬ 
cipals  Association  of  Philadelphia,  and 
expects  to  meet  with  Mrs.  Louise  H.  Nel¬ 
son,  Supervisor  of  Secretarial  Services,  for 
an  exchange  of  ideas  and  a  discussion 
of  mutual  problems. 

The  Committee  is  actively  studying  the 
possibility  of  state  certification,  and  is 
planning  an  enlarged  offering  of  in-service 
classes.  The  following  courses  are  being 
considered  as  part  of  this  program: 
Appreciation  of  the  Arts  (music,  art  and 
literature)  7  weeks 
Group  Dynamics.  7  weeks 
Weekend  Cultural  and  Historical  Interest 
tours. 

The  third  project  being  undertaken  is 
the  preparation  of  a  brochure  for  distrib¬ 
ution  to  the  Philadelphia  high  schools  to 
recruit  applicants  for  Philadelphia  educa¬ 
tional  secretarial  positions.  In  addition  to 
the  brochure,  it  is  planned  to  have  an 
educational  secretary  speak  to  all  senior 
high  school  girl  graduates,  outlining  all 
the  advantages  of  working  for  the  Phila¬ 
delphia  Board  of  Education. 

Pittsburgh 

The  Pittsburgh  Association,  under  the 
direction  of  its  president,  Betty  Keiffer, 
has  just  completed  a  handbook  which  fur¬ 
nishes  invaluable  information  to  officers 
and  chairmen  of  the  various  committees. 
The  Association  is  also  rapidly  becoming 
recognized  by  teachers’  associations  in 
Pittsburgh  and  at  present  is  working  with 
these  groups  in  requesting  that  the  Board 
of  Education  participate  in  a  better  hos¬ 
pital  plan  for  its  employees. 

A  course  for  Educational  Secretaries  in 
statistics,  presided  over  by  Dr.  Charles 
Manwiller,  Director  of  Division  of  Cur¬ 
riculum  and  Research  at  the  Board  of 
Public  Education,  was  interrupted  by  the 
transportation  strike,  but  will  resume  in 
the  near  future. 

Spring  activities  of  the  Association  in¬ 
clude  a  dessert  bridge  on  Saturday,  March 
29,  for  the  purpose  of  raising  money  for 
the  scholarship  fund.  This  fund  aids  a 
worthy  student  from  a  Pittsburgh  High 
School  by  giving  a  full  year  business 
scholarship  at  the  Grace  Martin  Business 
School. 

The  Annual  dinner-business  meeting 
was  held  on  April  29  at  which  time  seven 
retiring  secretaries  were  honored  and  of¬ 


ficers  were  elected  for  the  year  1958-59. 
This  meeting  marked  the  end  of  Betty 
Keiffer’s  term  of  office  as  President.  Betty 
has  served  the  Association  as  Treasurer, 
Vice  President  and  President.  She  has 
been  a  leader  of  integrity,  foresight  and 
originality;  and  has  earned  the  sincere 
respect,  admiration  and  affection  of  her 
coworkers. 

REQUIEM  FOR  A  REPORTER 

This  is  my  final  fling  as  reporter  for 
the  Northeast  Region.  After  three  years, 
I  find  myself  mumbling  about  publk 
relations,  dolls  and  bosses’  nights.  We  need 
a  fresh  approach  to  the  whole  problem. 
As  I  go  on  my  merry  way,  I  leave  behind 
me  sincere  thanks  and  appreciation  for 
Marie  Beatty  and  Rachel  Maynard,  the 
two  editors  who  so  patiently  put  up  with 
my  journalistic  shenanigans. 

To  you  people  who  never  found  time 
to  answer  my  pleas  for  news.  I’m  sorry. 
I  would  have  liked  to  have  known  you. 

To  you  faithful  soulds  who  did  respond, 
my  heartfelt  gratitude.  You  often  must 
have  been  angry,  not  to  say  astonished, 
at  what  happened  to  your  reports;  but 
you  kept  on  sending  them.  Your  off-the- 
record  comments  on  Life  in  general  and 
the  life  of  an  educational  secretary  in  par¬ 
ticular  were  instructive  not  to  say  fasci¬ 
nating.  I  only  wish  they  had  not  been 
“off  the  record”!  Please  be  as  kind  to  my 
successor  as  you  have  been  to  me! 


PROCEDURAL  WORKSHOP 

(Continued  from  Page  28) 

(Training)  of  the  Clerical  Training  Unit 
of  the  Personnel  Division.  This  includes 
obtaining  speakers  and  serving  as  program 
coordinator  and/or  discussion  leader. 

If  there  is  no  one  in  your  district 
authorized  to  develop  such  plans,  a  com¬ 
mittee  of  your  association  can  start  the 
ball  rolling.  Appoint  one  of  your  own 
group  to  be  discussion  leader,  ask  your 
neighborhood  evening  school  to  provide 
a  leader,  or  invite  a  teacher  or  community 
leader  to  help  you  get  a  discussion  group 
started.  Get  together  a  small  group  who 
have  the  same  working  situations  and  de¬ 
velop  your  list  of  topics  to  be  discussed 
in  detail.  There  is  a  wealth  of  good  ex¬ 
perience  just  waiting  to  be  shared.  Why 
not  do-it-yourself? 
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SOUTHEAST  REGION 


(AUbama,  District  of  Cohimbia,  Florida,  Gaorfia,  Kontucky,  Mississippi,  North  and 
South  Carolina,  Tannesseo,  Virginia,  West  Virginia.) 


Mrs.  Beulah  Tucker  Jones,  Reporter 
3S56  Fauquier  Arenue,  Richmond,  Virginia 


“Down  where  the  South  begins,”  as  this 
material  is  prepared,  spring  should  have 
already  arrived,  but  winter,  loathe  to  re¬ 
lax  her  icy  grip,  lingered  in  the  air  and 
paused  on  the  hillsides.  Soiled  snowflakes, 
in  skimpy  little  piles,  lay  huddled  in  cold 
comers  that  face  the  north.  These  dingy 
little  remnants,  the  oldsters  said  with 
conviction,  were  waiting  for  the  next 
snowfall  to  cover  their  shabbiness.  We 
remembered  hopefully  Shelley’s  lines, 

“.  .  .  O  Wind, 

If  Winter  comes.  Can  Spring  be 
far  behind?” — 

and  we  fervently  wished  that  “Springtime 
in  Virginia”  would  shake  off  her  lethargy. 

Perhaps,  as  winter  has  waned  in  the 
southeastern  states,  the  reporters  who  re¬ 
mained  silent  suffered,  with  the  spring,  a 
momentary  slump,  and  drowsily  let  the 
deadline  slip  by.  If  this  has  been  so,  we 
hope  the  material  sent  in  by  their  col¬ 
leagues  will  help  them  “Wake  Up  and 
Read”!  As  they  enjoy  the  Spring  issue 
of  their  magazine,  may  its  contents  alert 
them  to  the  interesting  events  that  lie 
ahead.  We  are  thinking  especially  of  the 
Convention  and  Institute  at  Boulder.  In 
the  southeastern  states  let  us  pass  this 
good  word  all  along  the  line,  “All  aboard 
for  a  summer  vacation  in  Colorado!” 

WASHINGTON,  D.  C. 

The  Secretarial  Association  of  the  Public 
Schools  of  the  District  of  Columbia 

This  Association  has  recently  rediscov¬ 
ered  its  bulletin  which  has  lain  on  the 
shelf  since  1954.  Under  the  editorship  of 
Eleanor  McQuaide,  School  Belles  began  to 
ring  again  with  the  Christmas  issue.  Along 
with  Christmas  greetings,  it  wished  for  its 
membership  in  the  new  year  “all  of  the 


good  things  which  come  into  your 
lives  through  close  association.”  Your  L.  I. 
reporter  was  impressed  with  this  state¬ 
ment.  It  is  a  fine  argument  for  member¬ 
ship  campaigning.  Those  who  work, 
shoulder  to  shoulder,  in  our  organiza¬ 
tions  know  that  sharing  responsibilities 
means  also  enjoying  many  “good  things.” 

The  Secretarial  Association  has  invited 
the  Association  of  Educational  Secre¬ 
taries  of  the  Public  Schools  of  Washing¬ 
ton,  D.  C.  to  a  special  meeting  which  has 
been  called  for  May  13th.  At  this  time 
the  Washington  secretaries  will  be  honored 
by  a  visit  from  Corinne  Messenger,  our 
National  President. 

Association  of  Educational  Secretaries  of 
the  Public  Schools  of  Washington,  D.C. 

At  the  fifth  annual  dinner  meeting  Mr. 
Thomas  E.  Bowie,  one  of  the  members 
who  recently  retired,  was  honored.  Mr. 
Bowie  served  the  Washington  School  Sys¬ 
tem  for  forty  years.  At  the  time  of  his  re¬ 
tirement  he  was  with  the  Department  of 
Pupil  Appraisal,  Study  and  Attendance. 

The  Cheer  Committee  is  selling  Lindy 
Steno  Pens  to  raise  money  to  carry  on  its 
program.  The  committee  spreads  cheer  to 
members  who  are  ill  or  bereaved.  It  also 
remembers  school  officers  and  members 
on  special  occasions.  Mrs.  Katherine  Tig- 
nor  is  chairman  of  the  Cheer  Committee. 

The  final  meeting  of  the  year  will  be 
a  picnic  dinner  at  Brinklow  Inn  in  Mont¬ 
gomery  County,  Maryland.  Mrs.  Tacy  B. 
Smith,  chairman  of  the  Social  Committee, 
will  be  in  charge  of  the  arrangements. 

FLORIDA 

Dade  County  Association  of 
Educational  Secretaries 


49 


Receiving  a  copy  of  the  second  issue  of 
Office  Break  is  like  getting  a  shot  in  the 
arm!  It  bubbles  with  ei>thusiasm;  it  bristles 
with  ideas;  it  bolsters  one’s  faith  in  the 
educational  secretary’s  capacity  to  get 
things  done.  Listen  to  a  few  excerpts: 
“Elach  and  every  one  of  us  is  proud  of  our 
Office  Breofc.  We  should  all  welcome  the 
opportunity  to  share  in  the  production 
of  communication  materials.” 

“We  are  working  on  a  plan  for  an  in- 
service  training  course  for  new  clerical 
and  secretarial  personnel  and  for  those 
who  will  be  transferred  or  promoted  to 
other  positions  in  the  school  system.  The 
plan  will  include  actual  training  with  a 
short  internship  in  a  school.  Compiling  a 
secretary’s  handbook  will  also  be  a  part 
of  the  plan.  Our  administrators  are  very 
excited  over  our  idea  and  are  working 
with  us  hand  in  hand.” 

A  few  Dade  County  statistics:  Local 
membership — 319,  State  membership— 94, 
National  membership — 30. 

Olive  Herman,  the  Dade  County  Asso¬ 
ciation  President,  who  seems  to  radiate 
optimism,  characteristically  closes  her  re¬ 
port  this  way:  “We  certainly  can  say  this 
is  the  biggest  and  best  year  our  organiza¬ 
tion  has  ever  known.  There  is  more  en¬ 
thusiasm  and  interest  than  we  have  ever 
had.  We  are  all  working  hard  but  it  is 
paying  off!” 

Duval  County  Association  of 
Educational  Secretaries 

Following  the  pattern  of  enthusiastic 
leadership  in  the  Florida  Associations, 
Frances  Nix,  President  in  Duval  Coxmty, 
sends  news  of  a  “most  successful”  year. 
There  are  103  members  in  the  local  Asso¬ 
ciation  with  more  members  affiliated  with 
the  state  and  national  associations  than 
ever  before. 

Numbers  seem  to  mean  something  in 
Florida!  At  the  annual  principal-secre¬ 
tary’s  party,  which  was  held  in  March 
this  year,  there  were  one  hundred  and 
twenty  persons  present!  This  number  in¬ 
cluded  principals  and  supervisors  with 
Mr.  Ash  Brant,  Superintendent  of  Duval 
County  Schools,  and  school  board  mem¬ 
bers  entertained  as  special  guests.  With  a 
party  like  this  an  annual  event,  it  is  easy 
to  understand  the  why  of  Frances  Nix’s 
statement,  “We  have  made  good  progress 
in  working  toward  our  goal  of  making 
our  organization  a  more  professional 
group.” 


GEORGIA 

Georgia’s  annual  state  meeting  is  nov 
a  bit  of  history  in  which  the  GAES  may 
well  take  pride.  A  luncheon  concluded  an 
excellent  program  planned  by  the  chair¬ 
man,  Mrs.  Myrrium  Gilstrap.  Dr.  Edward 
S.  Cook,  Area  Superintendent  of  Atlanta 
Public  Schools,  was  the  speaker.  Is  not 
Dr.  Cook’s  subject,  “Recognition  of  the 
School  Secretary  as  a  Partner  in  Educa¬ 
tion,”  an  indication  of  the  progress  edu¬ 
cational  secretaries  everywhere  are  mak¬ 
ing  as  they  climb  the  ladder  of  profes¬ 
sionalization?  News  from  over  the  country 
gives  heartening  evidence  of  the  recog¬ 
nition  educational  secretaries  are  receiving 
from  the  officials  in  our  public  school 
systems. 

The  following  quotations  from  an  arti¬ 
cle  in  the  Georgia  Educational  Secretary 
further  point  up  this  emphasis.  ’The  arti¬ 
cle  is  in  the  Superintendent’s  Comer  of 
the  Secretary  and  is  written  by  Miss  Ira 
Jarrell,  Superindent  of  Schools,  Atlanta. 
“Among  the  most  important  of  the  ‘cogs' 
that  keep  the  ‘big  wheels’  running  smooth¬ 
ly  are  the  school  secretaries.  Not  only  is 
the  work  that  the  secretary  does  vital  to 
the  smooth  operation  of  the  school,  but 
her  part  in  the  maintenance  of  good  pub¬ 
lic  relations  cannot  be  over-emphasized. 
In  the  development  of  a  professional  at¬ 
titude  a  secretary’s  membership  and  par¬ 
ticipation  in  her  local,  state,  and  national 
organizations  .  .  .  are  important.  Meeting 
and  working  with  other  educational  sec¬ 
retaries,  she  not  only  gets  new  ideas  and 
suggestions  that  help  her  to  be  a  more 
efficient  employee,  but  she  gains  a  new  in¬ 
sight  into  the  importance  of  her  positiw 
.  .  .  and  the  inspiration  and  information 
to  help  her  be  a  better  person  and  do  a 
better  job.” 

We  are  grateful  to  Mrs.  Sarah  Owens, 
President  of  the  GA.E.S.,  for  sharing  this 
“good  news”  with  us.  To  Mrs.  Annie  Lee 
Swancy,  the  Editor  of  the  Georgia  Sec¬ 
retary,  whose  mailing  list  includes  around 
seven  hundred  secretaries  in  the  state, 
goes  a  tip  of  the  reporter’s  hat. 

KENTUCKY 

Kentucky  Association  of 
Educational  Secretaries 

The  KAES  had  its  state  meeting  on 
April  10th  in  Louisville  at  the  Kentucky 
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Hotel.  Before  the  afternoon  session  began, 
there  were  meetings  of  the  various  com¬ 
mittees  set  up  by  Lillie  Dunn,  the  Presi¬ 
dent,  at  the  beginning  of  the  year.  In  a 
statement  to  the  conunittee  chairmen, 
Lillie  gave  these  interesting  instructions: 
“Membership  and  participation  on  com¬ 
mittees  will  count  for  points  in  our  Pro¬ 
fessional  Standards  Program.”  Also  this; 
“Please  be  sure  to  give  each  member  of 
your  committee  something  to  do.  I  know 
they  will  all  want  to  be  of  service.”  And 
this:  “Please  express  to  your  administra¬ 
tor  our  appreciation  for  granting  you  this 
time  to  perform  the  duties  of  a  committee 
member.”  This  bit  of  foresightedness  pro¬ 
bably  did  much  to  give  zip  and  interest 
to  that  sometimes  flat  item  on  every 
agenda,  “Committee  Reports.” 

An  unusual  feature  of  this  meeting  was 
a  time  set  aside  in  the  afternoon  session 
for  Group  Discussion  Techniques.  This 
bit  of  strategy  was  in  preparation  for  the 
discussion  by  the  entire  group  in  the  eve¬ 
ning  session,  after  the  banquet,  on  the 
following  subjects:  Newsletters,  Publicity, 
Written  Communications.  Mimeographed 
material  on  each  subject  was  prepared 
ahead  of  time  and  given  to  each  one 
present  to  insure  “real  lively  participation 
during  the  evening  session.” 

Western  Kentucky 
Educational  Secretaries 

At  Murray,  Kentucky  on  March  26th 
the  Western  Kentucky  Educational  Sec¬ 
retaries  had  their  spring  meeting  at  Ken- 
lake  Hotel.  Mrs.  Ruth  Houston,  district 
chairman,  presided.  The  all-day  program 
included  talks  by  two  Kentucky  girls, 
Mrs.  Addie  Meyer  and  Mrs.  Eula  Law¬ 
rence.  Three  of  the  state  officers  attended 
the  meeting  which  included  a  further  at¬ 
traction  which  was  described  merely  as  a 
“surprise.”  Perhaps  the  next  report  from 
the  Western  Kentucky  secretaries  will 
divulge  this  secret. 

MISSISSIPPI 

Mittittippi  Association  of 
Educational  Secretaries 

The  girls  in  Virginia  are  deeply  in¬ 
debted  to  the  Mississippi  Association  for 
helping  them  unearth  rich  treasure  right 
at  their  very  doorstep.  It  was  of  real  in¬ 
terest  to  learn  that  Mr.  Arthur  L.  Walker, 
State  Supervisor  of  Business  Education 


Services  at  the  State  Department  of  Edu¬ 
cation  in  Richmond,  had  journeyed  all  the 
way  to  Mississippi  to  speak  to  the  MAES 
at  their  spring  planning  meeting.  This 
meeting  was  held  on  March  20th  in  Jack- 
son,  Mississippi  on  the  Robert  E.  Lee  Ho¬ 
tel  Roof.  The  meeting  is  held  each  year 
in  conjunction  with  the  annual  meeting  of 
the  Mississippi  Education  Association  and 
the  program  committee  always  succeeds 
in  finding  an  outstanding  speaker  for  this 
important  occasion.  Mr.  Walker  came  this 
year  at  the  invitation  of  the  Mississippi 
Education  Association. 

A  large  group  from  the  MAES  enjoyed 
hearing  Mr.  Walker  speak  on  the  sub¬ 
ject,  “Educational  Secretary,  A  Key  Per¬ 
son  in  Public  Relations.”  He  spoke  follow¬ 
ing  the  banquet  which  was  a  charming 
springtime  affair.  The  program,  done  in 
green,  carried  a  shapely  spring  “bonnet” 
with  streamers  and  the  table  decorations 
included  miniature  hats.  The  place  cards 
were  price  tags  attached  to  the  hats. 

Following  the  address,  these  newly 
elected  officers  for  1958  and  59  were  in¬ 
stalled  by  Miss  Katherine  Brown,  Secre¬ 
tary  to  the  Registrar,  Mississippi  Southern 
College:  President,  Elzine  Rose;  Vice- 
president,  Vivian  Valentine;  Secretary, 
Louise  Pierce;  Treasurer,  Edwina  Layton. 

NORTH  CAROLINA 

North  Carolina  Aasociation 
of  Educational  Sacretarie* 

The  seventh  annual  meeting  of  the 
NCAES  was  held  at  the  Sir  Walter  Hotel 
in  Raleigh  on  March  13,  14  and  15.  We 
wish  there  were  space  to  give  more  com¬ 
pletely  the  details  of  the  excellent  pro¬ 
gram  planned  by  President  Lula  Burrell 
and  her  committees.  Even  the  format  of 
the  printed  program  gave  the  impression 
of  work  well  done  and  of  interesting 
events  ahead.  Beginning  at  5:00  P.M.  on 
Thursday  and  continuing  throughout  Sat¬ 
urday  morning,  the  schedule  was  packed 
with  stimulating  and  pleasurable  events 
which  included  the  following: 

A  planned  visit  to  the  Education 
Building  to  meet  the  state  directors 
with  whom  the  girls  work  and  to  visit 
them  in  their  offices — 

A  Breakfast  Meeting  on  Saturday 
morning  which  featured  a  panel  dis¬ 
cussion  on  Action  and  Reaction  (Pub¬ 
lic  Relations  for  Educational  Secre¬ 
taries) — 


51 


t 


It  is  needless  to  say  that  the  last  NAES 
publication  was  the  inspiration  for  the 
panel  which  had  as  the  moderator  Dr. 
Brank  Proffitt,  Director  of  McKee  Lab¬ 
oratory  School,  Western  Carolina  College. 
Participating  on  the  panel  were  a  school 
superintendent,  a  principal,  a  secretary  to 
a  superintendent  and  a  secretary  to  a 
principal.  We  are  quite  sure  that  the 
Spring  Meeting  of  the  NCAES  closed  on 
a  high  note! 

Lula  hopes  to  meet  many  of  the  North 
Carolina  secretaries  at  Boulder  this  sum¬ 
mer! 


VIRGINIA 

Virginia  Association  of 
Educational  Secretaries 

As  this  material  goes  to  press,  there  are 
tentative  plans  for  Virginia’s  second  state¬ 
wide  institute  within  a  year  at  Longwood 
College  in  Farmville.  In  cooperation  with 
the  President,  Dr.  Lankford,  and  the  Busi¬ 
ness  Elducation  Department,  at  least  two 
secretarial  courses  are  planned  for  the 
two-day  institute. 

An  institute  in  a  state  where  there  are 
few  locals,  as  is  true  of  Virginia,  is  an  ex¬ 
cellent  means  for  fostering  coherence  and 
for  planting  seeds  of  interest  which 
may  later  flower  into  new  organizations. 
Study,  properly  intermingled  with  time 
for  frolic  and  fellowship,  pays  off  richly 
for  those  who  take  time  out  for  extra¬ 
curricular  activities  planned  by  their  or¬ 
ganizations. 

Fairfax  Association  of 
Educational  Secretaries 

It  is  interesting  to  note  that  this  or¬ 
ganization,  which  was  the  outgrowth  of  the 
first  institute  ever  held  by  the  VAES,  this 
one,  too,  at  Farmville,  believes  that  a  year¬ 
ly  workshop  for  secretaries  at  the  local 
level  is  a  necessity.  At  the  beginning  of 
each  term,  a  session  for  ail  secretaries  is 
held  when  a  program  of  growth,  with  an 
accent  on  job  instruction,  is  planned.  Fair¬ 
fax,  where  the  turnover  is  frequent,  finds 
this  type  of  help  particularly  good  for  in¬ 
troducing  new  personnel  to  assigned  jobs, 
plans  always  include  an  outstanding 
speaker  who  brings  to  the  group  a  message 
emphasizing  some  phase  of  on-the-job- 
growth.  At  the  last  workshop.  Judge  Irene 
Pancoast  was  the  featured  speaker. 


Fairfax  is  a  near  neighbor  to  our  na¬ 
tion’s  Capital.  She,  therefore,  draws  upon 
the  various  bureaus  and  government  de¬ 
partments  for  her  program  speakers.  In 
March,  Miss  Valdene  Rice,  a  secretary  in 
the  Research  Office,  spoke  to  the  group. 
A  dinner  meeting  in  May  will  close  the 
year’s  work. 

Richmond  Association  of 
Educational  Secretaries 

The  RAES  has  enjoyed  this  year’s  pro¬ 
gram  which  was  planned  to  emphasize  the 
social  side  of  living.  On  March  26th,  at  a 
dinner  meeting  at  Wright’s  Town  House, 
business  was  briefly  disposed  of  so  that 
the  girls  and  their  guests,  who  included 
lady  bosses  and  friends  among  the  teach¬ 
ers,  might  enjoy  to  the  fullest  Mrs.  Flor¬ 
ence  Becker’s  talk  on  “Clothes  and  Per¬ 
sonality.”  Mrs.  Becker  is  on  the  Fashion 
Staff  of  Miller  and  Rhoads  Department 
Store  in  Richmond.  Included  on  the  list  <d 
very  special  guests  for  this  gala  meeting 
was  Connie  King  Cowardin,  one-tirae 
president  of  the  NAES.  Connie,  who  livei 
in  Richmond,  as  always,  added  charm  to 
the  occasion. 

In  May  the  year  will  close  with  a 
luncheon  at  the  Lodge  in  Williamsburg. 
The  girls  look  forward  to  this  Saturday 
“trek”  to  Williamsburg  where  Lucile  Gar¬ 
rison,  secretary  to  the  Superintendent  of 
Schools  in  this  city,  and  well  known  to 
many  of  the  NAES  girls,  will  welcome 
them.  Lucile  is  a  great  girl  and  a  “boss” 
arranger  and  she  always  plans  a  sumptious 
time  for  her  friends,  the  secretaries. 
From  the  Office  Break,  Dade  County,  Flo¬ 
rida,  Asso. 

New  boss:  You  surely  are  expecting  a 
large  salary,  young  lady,  for  never 
having  any  secretarial  experience. 
New  Secretary:  I  know,  sir,  but  it  is  much 
harder  work  when  you  don’t  know 
anything  about  it. 


NORTH  SHORE  PRINTERS,  INC. 
535  South  Sheridan  Road 
Waukegan,  Illinois 
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The  Lindy  Steno  Pen 
it  the  Pen  of  the  Year! 

At  Santa  Barbara,  member*  of  the  NAES  Ex¬ 
ecutive  Board  were  talking  about  the  pen*  they 
u*e — for  dictation,  for  ordinary  writing,  for  book¬ 
keeping.  And  gueaa  what!  We  all  u*e  Lindy  Pen*! 

Thu*,  the  idea  of  proclauming  the  Lindy  Steno 
Pen  a*  the  “Pen  of  the  Year”  came  about.  And  to 
prove  our  point  (pen,  that  it)  look  at  the  picture 
of  Edith  Hammond  on  page  Zi‘,  *he  ha*  two  Lindy 
Pens.  Here,  on  thi*  page,  the  Editor  i*  holding  a 
Lindy  Pen  in  her  hand;  it*s  her  blue  one;  *he  also 
uses  a  red  one  and  a  green  one.  And  note  in  the 
Listening-In  section,  the  Association  of  Educa¬ 
tional  Secretaries  of  the  Public  School*  of  Wash¬ 
ington,  D.  C.  is  selling  Lindy  Pens  to  help  ways 
and  means. 

Now,  read  the  Lindy  Pen  ad  on  the  back  cover 
of  this  magazine! 


One  of  my  professors  is  an  Economist,  but  before  that  he  was  a  Cotton  Farmer.  He 
recites  his  “pome”  in  his  class  in  Econ  la: 

I 

The  price  of  pig 
Is  something  big 
Because  its  com, 

You  understand. 

Is  high  priced  too. 

Because  it  grew 
Upon  the  high  priced 
Farming  land. 

II 

If  you’ll  know  why 
That  land  is  high, 

Consider  this. 

Its  price  is  big 
Because  it  pays 
Thereone  to  raise 
The  high  priced  com 
And  costly  pig. 

Then  he  asks,  which  of  the  above  stanzas  is  correct  economic  analysis?  (I  always  ask, 
Is  it  poetry?  ) 
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One  of  the  very  pleasant  tasks  of  an  Editor  is  to  read  the  bulletins  and  newsletters 
published  by  various  affiliated  associations.  And,  of  course,  read  them  with  the  thought 
of  “lifting”  choice  items  for  this  column. 

Like  this  one,  from  Merry  Mich: 

AN  EXTRA  HOUR  A  DAY:  Whether  you  work  in  an  office  or  in  a  factory, 
here’s  a  tip  on  how  to  get  an  extra  hour  every  day.  Clean  up  your  desk  or  work 
bench  the  night  before.  Don’t  waste  precious  morning  hours — when  your  mind  it 
fresh  and  ready  for  more  important  work — to  do  such  a  routine  chore.  A  fev 
minutes  at  the  end  of  each  day  clearing  the  desk  for  tomorrow  morning  will  psy 
off  handsomely  in  more  work  accomplished  in  less  time. 

(What  happened  to  the  efficiency  expert  who  declared  that  each  secretary  needed  a 
free  half  hour  every  day  in  which  to  just  think?  Eh?  Didn’t  quite  hear  you!) 


The  Editor  of  the  Tacoma  Association  of  Educational  Secretaries  newsletter  it 
Dorothy  Thomas — also  known  as  Tippie.  Tippie  writes  inspirational  verse: 

Brotherhood 

We  are  all  brothers  under  the  skin 
And  if  we  would  win  the  struggle 
For  peace 
We  must  begin 

To  shoulder  our  share  of  the  trouble  and  care 

That  plagues  our  neighbors  and 

Perhaps  in  the  end 

Well  find  the  solution 

Friend  helping  friend. 

- -♦ - 

From  The  Bulletin  of  the  New  Jersey  Association: 

Definition  of  Degrees: 

B.A.:  Bosses’  Alibi 
Ph.D.:  Psychic  Handling  of  Details 
MD.:  Master  of  Diplomacy 
DU.:  Dum  Durable 

And  how  many  of  you  have  that  well-known  degree:  M.A.  (Maw) 

From  Ann  of  Ark.:  “Memorize  the  complete  name,  address,  and  business  title  of 
those  persons  with  whom  you  have  frequent  and  regular  correspondence.” 

We  write  too  many  letters,  but  we  have  found  a  3x5  card,  with  name,  address,  title, 
and  file  code  makes  a  handy  reference  in  our  “Address  File.”  We  also  keep  a  3x5 
card,  with  name,  address,  phone  number  if  known,  and  date  of  visit  or  call,  for  sU 
persons  who  call  on  the  phone  or  visit  our  boss.  Just  any  minute  he  is  apt  to  say,  “1 
want  to  write  to  that  fellow  from  the  Whatzis  Company  who  was  in  here  last  week. 
What’s  his  name?” 

♦ 

This  clever  bit  comes  from  Keyboard  Kapers,  the  Pittsburgh  Association’s  newsletter: 

“You  arx  nxxdxd.”  “Thxrx  is  nothing  wrong  with  my  typxritxr  xxcxpt  for  onx  lit- 
tlx  kxy.  Thx  othxr  forty-six  work  pxrfxctly.  But  gxx,  just  onx  inactivx  kxy  doxs  makx 
a  diffxrxncx,  doxsn’t?  For  instancx,  you  may  say  to  yoursxlf  —  I  am  just  onx  out 
of  sxvxral  hundrxd  mxmbxrs  of  Thx  Pittsburgh  Association  of  Xducational  Sxcrxtarixs 
— what  I  do  or  don’t  do  can’t  makx  or  brxak  thx  Association.  But  you  arx  wrong!  To 
bx  xffxctivx  our  organization  nxxds  thx  activx  cooperation  of  xvxry  mxmbxr.  Thx 
nxxt  timx  you  think  that  your  activx  participation  is  not  nxxdxd  rxmxmbxr  my  typx- 
writxr  and  say  to  yoursxlf,  T  am  a  kxy  mxmbxr  of  an  important  organization  and 
my  intxrxst  is  nxxdxd  vxry  much.’  It  pays  dividxnds,  too.” 

“HAVX  YOU  PAID  YOUR  DUXS?  ?????” 

— - 4. - 

From  the  New  Mexico  Association’s  newsletter,  comes  a  plaintive  please  from  Lucillt 
Zuber:  “My  desk  top  literally  absorbs  ditto  carbon  and  I  cannot  remove  it.  7  hare 
tried  ditto  fluid,  typewriter  cleaning  fluid,  Bab-O,  Ivory,  and  Ditto  Cream  Soap,  none 
of  which  has  removed  a  particle!’’ 
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ylnd  this  plaintive  plea  brings  one  from  me:  I  wish  that  the  editors  of  these  news¬ 
letters  would  give  their  name  and  address.  I  would  like  to  write  either  to  Lucille 
or  to  the  editor,  but  nowhere  did  1  find  an  address.  There  are  several  more  newsletters 
that  do  not  carry  either  the  editor's  name  and  address  or  the  president’s  name  and 
address.  All  publications  oughta  prominently  display  this  Vital  Information. 

(I  re-read  the  newsletter:  LuciUe  is  at  Raton,  New  Mexico  and  that  is  not  a  giant¬ 
sized  city  so  that  a  letter  to  her,  addressed  simply  Raton,  New  Mexico,  with  the  answer 
to  her  plea,  shuold  reach  her.) 


Mow’d  you  like  to  receive  this  invitation  to  the  Spring  Conference  issued  by  the 
Minnesota  Association,  which  appeared  in  the  Minnesota  Cha’ter: 

Hear  ye!  Hear  ye!  to  this  proclamation 
To  all  Minnesota  gals  in  education 
Without  further  procrastination 

We  extend  to  you  an  invitation 
To  a  super-collossal  celebration 
Come  out  of  your  winter  hibernation 
Leave  behind  your  old  dictation 

To  ROCHESTER  start  your  migration 
The  Kahler  Hotel  your  destination 

On  Friday,  the  second,  a  congregation 
Meets  at  8  PM  for  conversation 
On  May  the  third,  for  your  information. 

We’ll  meet  at  8  AM  or  an  approximation 
At  which  time  we’ll  make  a  presentation 
To  members  of  our  past  administration 
There’ll  be  some  talks  of  short  duration 

Some  delicious  food  for  your  mastication 
A  tour  will  be  the  culmination 
Of  a  day  that’ll  fill  you  with  exhilaration 
We’ll  provide  the  transportation 

For  your  complete  edification 

’Twill  be  as  good  as  a  long  vacation 

We’ve  worked  up  lots  of  perspiration 
And  used  all  our  imagination 
To  plan  your  fun  and  recreation 
We  can  even  provide  some  medication 
Or  perhaps  an  operation 
So  without  further  hesitation 
Quickly  send  in  your  reservation 
So  we  can  complete  our  preparation 


What  magazines  are  you  reading  these  days?  Well,  of  course,  THE  NATIONAL 
EDUCATIONAL  SECRETARY. 

But  what  other  magazines  do  you  regularly  use  to  fire  up  your  idea  factory? 

There’s  Today’s  Secretary,  published  by  the  Gregg  Division  of  McGraw-Hill,  330 
West  42nd  Street,  New  York  36,  subscription  $3  per  year.  This  is  an  excellent,  prac¬ 
tical,  useful  magazine,  both  as  to  articles  and  advertisements. 

If  you  want  to  keep  up  with  office  management  techniques,  try  Office  Management, 
(Geyer-McAllister  Publications,  212  Fifth  Avenue,  New  York  10,  $4  a  year). 

If  you  have  supervisory  problems,  read  Supervisory  Management,  a  publication  of 
the  American  Management  Association,  151  Broadway,  New  York  36,  $7.50  per  year. 
There  are  down-to-earth,  practical  ideas  in  this  little  magazine. 
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And  talking  about  reading:  Have  you  read  our  own  NAES  publication  BLUEPRINT 
FOR  ACTION?  This  is  Nancy  National’s  own  Handbook  on  the  Why’s  and  How’s  of 
Preparing  an  Office  Handbook.  (See  how  to  order  this  book  on  page  —  of  this 
magazine). 

In  addition  to  giving  you  the  inside  info  on  how  to  prepare  a  handbook,  the  booklet 
also  gives  you  some  excellent  efficiency  tips: 

About  the  telephone:  Keep  a  memo  pad  and  a  sharp  pencil  always  by  the  telephone. 
This  is  the  first  rule  of  the  office. 

During  office  hours  there  must  always  be  someone  close  by  to  answer  the  telephone. 
It  is  never  left  unattended.  Answer  the  telephone  on  the  first  ring,  whenever  possible 

Have  ready  by  the  telephone  for  quick  use  a  reference  of  frequently  called  numbers, 
office  numbers  with  the  school  system  (or  college)  and  general  information. 

Learn  to  switch  calls,  to  hold  calls,  and  to  handle  long-distance  calls.  An  educational 
secretary  handles  these  situations  with  skill  and  ease. 

Never  say  “He’s  not  here’’  and  stop.  Always  use  the  two  sentences:  “He’s  not  in 
the  office  at  present.  May  I  take  a  message?”  The  offer  to  take  a  message  softens  the 
caller’s  disappointment  at  not  being  able  to  complete  his  call. 

Every  telephone  message  must  be  complete  and  correct.  The  person  for  whom  the 
message  is  intended  must  get  the  message.  Printed  or  mimeographed  forms  are  helpful 
and  colored  paper  helps  the  p>erson  called  to  recognize,  among  the  papers  on  his  desk, 
a  telephone  message  to  which  he  must  give  attention. 

A  telephone  is  a  marvelous  instrument  but  it  can  become  a  frequent  invader  of 
the  time  of  a  busy  administrator.  A  policy  or  procedure  should  be  settled  between  the 
boss  and  the  secretary  on  how  to  handle  calls  and  will  do  much  to  save  time  and  energy. 
There  also  are  possibilities  for  greater  efficiency  when  the  office  hook-up  makes  use 
of  extensions,  special  buzzers,  hold  buttons  on  the  telephones,  and  other  developments. 
The  telephone  company  can  make  helpful  suggestions. 

♦ 

30  SECOND  CLINIC  ON  THE  SENTENCE 
We  came  across  the  following  sentence  recently  in  an  educational  news  item: 
“Dr.  Smith  collaborated  on  the  volume,  which  sells  for  $S  and  is  geared  to  college 
level  students,  with  A.  D.  Faver,  of  Doan  College.” 

What’s  wrong  with  the  sentence?  It  starts  out  by  saying  that  Dr.  Smith  collabor¬ 
ated  on  the  volume  with — someone.  But  instead  of  completing  its  thought  immediately, 
the  sentence  makes  a  detour.  In  fact,  the  sentence  makes  two  detours,  leading  the  reader 
to  two  bits  of  information  which  have  no  relation  to  the  main  thought.  The  impression 
is  left  with  the  reader  that  the  writer  sneaked  in  the  facts  about  price  and  student- 
level.  That’s  what’s  wrong  with  this  sentence.  Good  writing  would  have  made  at  least 
two  separate  sentences  of  the  information  included  in  the  single  sentence  above. 

— Reprinted  from  the  EdPress  Newsletter. 

•  -  -  ♦  -  - - 

Do  you  put  the  comma  inside  the  quotation  marks  or  outside?  Is  it  best  to  write  thus: 

.  .  .  courses  in  “On  Being  a  Professional  Secretary”,  “Personal  and  Professional  Growth”, 
and  “The  Educational  Secretary”?  OR,  do  you  prefer  .  .  .  courses  in  “On  Being  a  Pro¬ 
fessional  Secretary,”  “Personal  and  Professional  Growth,”  and  “The  Educational  Secre¬ 
tary?”  Of  course  the  ?  goes  outside — 

What  do  you  think?  Write  the  Editor. 

♦ 

Mary  Callaway,  President  of  the  Secretarial  Association  of  the  Public  Schools  of 
the  District  of  Columbia,  wondered  why  the  “Coffee  Break”  was  so  short  sometimes. 
Well,  Mary,  just  about  this  time  we  seem  to  come  to  the  bottom  of  the  page — and 
that’s  where  we  have  to  stop! 


the 
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PROFESSIONAL  STANDARDS 

You,  as  a  member  of  NAES  can  earn  Nine  Grades  of  certifi¬ 
cates  under  the  Professional  Standards  Program,  based  on: 

Education — You  start  with  high  school  graduation  and  secure 
additional  educational  points  with  academic  training  or  NAES 
tests. 

Experience — You  accumulate  experience  points  yearly. 

Professional  Activity — You  count  membership  in  professional 
associations;  attendance  at  conventions,  conferences,  workshops, 
institutes,  and  in-service  training  sessions;  participation  In  profes¬ 
sional  associations  as  officer  or  committee  member  toward  your 
professional  activity  points. 

The  first  seven  of  the  nine  Grades  of  Certificates  may  be 
earned  without  college  credit,  but  college  credit  is  recognized 
beginning  with  Grade  II. 

If  you  do  not  have  a  copy  of  the  Professional  Standards  Pro¬ 
gram  brochure  which  outlines  the  certificate  requirements,  ask 
the  Registrar  to  send  you  one. 


REQUEST  FOR  APPLICATION  FORMS 
for 

Professional  Standards  Program 
of  the 

National  Association  of  Educational  Secretaries 

Miss 

Mrs. 

Name  Mr . 

(Last)  (First)  (Mulclle) 

Mailing 

address  . 

(Street  .tnd  Number) 

(City)  (Zone)  (State) 

Date  .  Mail  to:  Mrs.  Mary  C.  Lawrence 

Registrar  of  Standards  Program 
103  Lucky  Street 
Fayette,  Missouri 
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MEMBERSHIP 


Applications  tor  Membership  in  the 
National  Association  of  Educational 
Secretaries  should  be  sent  to  the  Treas¬ 
urer.  Miss  Isabel  Paddock.  Board  of 
Education.  Warwick  Valley  Central 
School.  Warwick.  New  York. 

Secretarial,  clerical,  managerial,  or 
business  workers  in  any  school  system, 
elementary  or  high  school,  university, 
or  county  or  state  or  national  depart¬ 
ments  of  education  are  eligible  for 
membership  In  this,  their  professional 
association. 


NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
Application  for  Membership,  July  I,  1958,  through  June  30,  1959 

DUES — $4.00  per  year — $50  LIFE,  after  second  year,  w/pmts  $20-10-10-10.  Full 
membership  privileges;  subscription  to  NATIONAL  EDUCATIONAL 
SECRETARY:  and  free  copy  of  publication  each  year  one  is  published. 
MAKE  checks  payable  to  NATIONAL  ASSOCIATION  OF  EDUCATIONAL 
SECRETARIES. 

MAIL  TO;  Miss  Isabel  M.  Paddock.  Board  of  Education,  Warwick  Valley  Central 
School,  Warwick,  New  York. 

I.  NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 

Application  for  Membership,  1958-59  Date _ _ _ 

Miss 

Last  name _ _ _ _ _ First  name _ _ Mrs. 


School  or  office  name  and  address. 
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Mailing  address _ - — 

City _ Zone _  State _ _ 

Is  this  a  renewal  membership? _ _ New  membership? _ — . — 

Give  former  rame  if  married  this  year _ 

Name  state  and/or  local  educational  secretaries  associations  of  which  you  are  a  member - 
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PUBLICATIONS 


Here  are  Nancy's  manuals  which  help  with  some  of  those  office  routines  and 
procedures.  . 


ACTION  AND  REACTION  is  a  handbook  of  ideas  for  and  by  secretarial  and 
clerical  workers  in  educational  offices,  pointing  out  their  roles  in  the  all-important 
field  of  public  relations.  This  new  manual  is  packed  with  actual  illustrations  on  how 

the  use  of  wit  and  wisdom  can  smooth  per¬ 
sonal  relationships  within  the  "inner  circle" 
— students,  staff,  parents,  and  officials.  It 
also  points  out  how  after-hour-relationships 
with  professional,  civic,  church,  and  social 
groups  play  an  important  part  In  the  "selling" 
of  the  educational  institution  in  which  the 
secretary  works. 

It  was  published  in  cooperation  with  the 
National  School  Public  Relations  Association 
and  the  NEA  Research  Division  and  contains  results  of  the  survey  conducted  last 
year  by  the  Research  Division. 

A  copy  of  this  handbook  Is  given  with  1957-58  membership  in  the  NAES.  Addi¬ 
tional  copies  may  be  purchased  for  $1.25  per  copy  with  liberal  discounts  for 
quantity  orders. 


FILE  IT  RIGHT  Is  a  filing  manual  for  secretarial  and  clerical  workers  and  adminis¬ 
trators  in  schools  and  educational  administrative  offices,  published  in  1953.  It 
gives  a  Subject  Classification  and  Alphabetical  Index.  It  gives  practical  Ideas  on 
why  filing  must  be  efficient,  how  to  classify  items  in  files,  how  to  decide  what  to 
keep,  and  how  to  dispose  of  items  not  of  current  value.  Single  copy  $1.50  with 
discounts  on  quantity  orders. 


BLUEPRINT  FOR  ACTION,  published  In  1955,  is  a 
guide  for  educational  secretaries  in  setting  up  office 
manuals  or  handbooks,  based  on  the  first  job  analysis  of 
work  in  educational  offices.  It  points  out  why  handbooks 
are  needed  and  how  useful  they  can  be  in  training  per¬ 
sonnel  or  in  the  smooth  operation  of  an  office.  It  outlines 
various  types  of  office  manuals  and  what  each  should 
contain.  Single  copy  $1.25  with  discounts  on  quantity 
orders. 

Order  from  and  make  checks  payable  to  the  National 
Association  of  Educational  Secretaries  (NEA)  1201  Six¬ 
teenth  Street,  N.W.,  Washington  6,  D.  C. 
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ADVERTISING  RATES 
for 

THE  NATIONAL  EDUCATIONAL  SECRETARY 


Two  entire  pages  Qs/i”  x  . $60.00 

Cover  page,  inside  front  or  back  4^"  x  ^y^'’ .  55.00 

One  full  page,  4%”  x  ly^" .  .50.00 

.\  half  page  47^"  x  3^" .  20.00 

.A  quarter  page  2%"  x  Syi" . ! .  1.5.00 


On  a  consecutive  contract,  for  the  three  issues,  a  discount  of  ten  per  cent  (10%)  will  be  al¬ 
lowed.  There  will  be  no  discount  allowance  on  orders  for  one  or  two  issues. 

The  magaiine  is  6"  x  9"  in  size,  contains  48  pages,  and  is  published  three  times  a  year  - 
February.  Mav  and  October. 

Advertising  copy  is  due  janiiary  I  for  the  February  issue  April  I  for  the  .May  issue 

•  September  I  for  tbe  October  issue 


Advertisitifr  orders  anti  copy  are  to  be 
sent  to  the  .\dvertising  Mgr; 

Mrs.  Shirley  J.  Yetter 
2596  South  Lafayette  Street 
Denver  10,  Colorado 


Plates  and  cuts  are  to  be  sent  to: 
North  Shore  Printers,  Inc. 
.Attention:  Mr.  Ed.  Callahan 
535  S.  Sheridan  Road 
Waukegan,  Illinois 


M.ARK;  FOR  THE  NATIONAL  EDUCATIONAL  SECRET  ARY 


INDEX  OF  ADVERTISERS 


page 

Coca-Cola . Insiiie  front  cover 

Ditto,  Inc .  4 

The  Fuller  Brush  Company  .  12 

Ginn  and  Company . 22 

Hillyard  Floor  Treatments  . 10 

Holden  Patent  Book  Cover  Company  . 28 

Silver  Burdett  Company  . 17 

The  Lindy  Pen  Company . Inside  back  cover 
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